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Geenrity: Hiforimation 


MEMORANDUM FOR: Chief, Procurement and Supply Office 


25X1A 
SUBJECT : Guidance on Logistical Matters ——— 


REFERENCE : Memo dtd 5 Dee 52 to DD/A fr C/O&M, same subject, 
and attachments 


| 1. Paragraph | of the referenced memorandum raises a policy 

question relative to the authorization for Senior Representatives 
to deviate from these policies. It is recognized that this is a 
policy question, but it is desired, for the present, to allow the 
policy to stand as written in the referenced material and await 
experience with it in the field before making any change. To be 
effective, this new procedure must provide for local determination 
in exceptional cases, If experlence shows that restrictions on this 
authority are required, they can be made at the time these procedures 
are revised, as they undoubtedly will be upon the return of the Tusk 
Toree,. 


2. With the reservation for later policy determination, the 
attached draft is approved for pouching to the Task Force. 


/3/ 


L. K. WHITE 
Assistant Deputy Director 
(Administration) 
1 Att ~- Lstd in Ref 
ce: C/OuM 
! CHODCT 
SECREI 4. 
. j ¢ 3 
Security Informatian DEC is i igh? 
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MEMORANDUM FORK: Deputy Director (Adwinictration) 5 Becember 1992 
SUBJECT > Guidance on Logistical Mathers ee 25X1A 


| 25X1A 


1, Jn order to provide muidence for the Task force which 
departoad on 1 December 1952, the abtached extracts 
25X1A from Regulation Jo. have been prepared on a tentative basis by the 
Procurement and Supply Ofsicae for transmittal ny pouch. 


eo with a very Lew wlnor cuceptions the gubstantive content 
25X1A of this transmittal is a verbatin copy of that which you upproved as 
Looney policy in Regulation No. [RBfon 1 Septeaber 1952. 


3. This material, hovever, hes been concurred im prior to 

A > 
sterilization with the Asaistant Director (Inspection and Security); 
Souptroller; General Counsel; Muditorelo-Chlef; Chie? of Adnimiatration, 


Deputy Director (Plens)}; and the Chief, RB Division. o5X1A 


4, We have veviewed this material in detet] and for the most 
part ow susgeations have been iacarporeted by tae Procurement anh 
Supply Office. There ia oe stetement, however, which ve Teel we 
should call ta your particular attention, lm Paragraph 1, sub-paragraph 
5 of the introduction which stetes “Seniar Representatives are authorized 
to deviete from these policies to the extent dictated by security 
requirenents”. This statement provides an oxtremely Large loophole 
for use by the Senior Neprenmentatives should they desire to radically 
@eviate from the policies set forth, Tts inclusion therefore we think 
is a matter for top policy dscision, 


We. Le FERL 
Chie? 
Organization and Methods Service 


Enclosure 


a re 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


25X1A 


25X1A 


25X1A 


25X1A 


25X1A 


Approved For Release 2001/03/30 GIA¢ROPS1-00728R000100130012-7 


wecurity information 


LEMORANDUL: FOR: Deputy Director (Administration) 


SUBJECT: Procureiient and Suoply bianual - Regulation xo. 25X1A 


i. AS a result of study oy this office, conferences with 
and recommendations made by the operating divisions, it is 
apparent that certain revisions are required in Agency Regulation 


No. - Procurement and Supply anual. 


2. In implementing these revisions, we have concluded that 
two publications are in order - a Policy Manuel and a Procedures 
anual. We have prepared a revision of the material in Regulation 
No.MBBBby deletion of procedures and revision of policy matters 
considered necessary. We hope to have a Procedures ianual pre- 
pared by 1 February 1953, at which time the revised Regulation No. 

| and the Procedures Manual. will be submitted for publication. 


3+ In the meantime, policy guidance is required for the 25X1A 
Task Force scheduled to depart [MJ on 1 December. 
Accordingly, it is requested that the inclosed material be approved 
in principle for interim policy guidance pending formal publica- 
tion of revised Resulation No. naz 


4, The inclosed material represents a complete revision of 
Parts I, II and III of current Regulation No. Jy it-eepeerenis 


25X1A 
JAMES A. GARRISON 
Chief jf Procurement and Supply 
Enclosure 


~ SECRET 


Security Informations 
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MEMORANDUM TO: Mr. Peel 


25X1A FROM : Mr. =a 


25X1A 
SUBJECT : Rewrite of Regulator, "CIA Procurement and Supply 


Manual 


1. The above subject material was submitted to this office for 
our comment and/or concurrence at the request of the Procurement and 


Supply Office. 
2. While it is appreciated that this material was prepared with 


the specific thought in mind of having factual sterilized material 


available in time to be taken by the overseas team en route to the 


25X1A 
fa on 1 December 1952, the manner in which it was prepared can, 


in my opinion, prove extremely embarrassing not only to the Procurement 
and Supply Office, but also to ourselves. 

3. With a very few minor exeptions the substantive content of this 
transmittal is a verbatum copy of that which has been approved by the 
Deputy Director (Administration). Minor rearrangements in order of 
text together with the exclusion of certain of the materials have been 
made,with no apparent changes being made in the policy which had al- 
ready been approved by the Deputy Director (Administration) on 
1 September 1952. . 

4, Specific items of question are: 

A. Paragraph 1. A. Establishes among other functions 

of the Logistics Office the use of Agency material. It is 
fairly academic to appreciate the fact that the Logistics Office “a 
has absolutely no control or determination of the use of Agency 


material and therefore, it is recommended that the word "use" 
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be deleted from this sentence. 

B. Part I, Section A. 1. does not completely coincide with 
the mission of the Procurement and Supply Office as currently 
approved. The words "storage" and "issue" have been deleted to the 
detriment of the overall mission and positive reference is made for 
accountability of all equipment and supplies. It is highly 
improbable that the Chief of Logistics can assume accountability 
of all equipment and supplies but rather, he can exercise supervision 
of accountability of material, 

C. Part I, Section B, 1. I. This paragraph likewise should 
refer to supervision of accountability and responsibility for all 
Agency supplies and equipment. 

D. Part I, Section C, Agency Supply System. Slight changes 
have been made in the breakdown of the composition of the supply 
system from that which was submitted and approved on 1 September 
1952. This item is not one of a serious nature inasmuch as 

25X1A 
determination of the number of clenents [i no doubt, 
the motivating factor. 

BE. The organization of the manual covered in Paragraph 4 
indicates Part II contains the Gienning Section, yet individual 
pages within this manual consistently refer to Part II as 
€eordination and Requirements. 

F. Part II, Section D, Paragraph 2 covers the functions of 
planning in relation to a  sti(‘i‘~*d a 
This committee has been dissolved and such notification will come 
out as official action within the near future. 


G. Part III, Section B, Paragraph 1. C. (2). The word 
2/8 7% 
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xe 


"interested" is in all probability a typographical error and 
should be ‘entwasted”, 

H. Part Ili, Section B, Paragraph 12. Disposal of oe 
accountable records does not clearly indicate what should be ac- 
complished. 

I. Part III, Section C, Paragraph 3. C. ‘This paragraph 
states that all property for which there 1s a recurring demand va 
will be identified with the Stock Number. This is in contrast 

25X1A to Regulation which states that all property will be identified 
with the Stock Number. 

J. Part III, Section E, Paragraph 2. A. (4) Title should 
read Assistant Director for Communications. (6) Title should we 
read Chief, General Service. 


K. Part III, Section F, Paragraph 3. C. This paragraph 


states that the Logistics Office will arrange transfer of govern~ 


L. Part III, Section F, Paragraph 2. It would appear that ; 
Y 


the words "Agency assets" might be misconstrued to mean monetary 


en 
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assets as well as material. 
M. Part III, Section I, Paragraph 1. F. Surplus property 
is that which is surplus to Agency needs and 1t may not be possible 


to authentically state that such property is not required by any 


| 

| government Agency. 
4 

{ 

| N. Part III, Section I, Paragraph 2. B. The phrasing of 
| 

this paragraph would permit an accountable officer to execute 


a certificate to relieve himself of accountability.in contrast, 


25X1A 
Regulation a permits such disposal by certificate of distruction 


they determine essential. Monetary limitation of $100. per 


J to the proper Jurisdictional Board of Survey for such action as 


25X1A 
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SECORELY TNE ORMATIOL 
a 


TOREWORD 


Regulation ll "sri Procurcmant and Supply Mana" ataaliohes. 25X1A 
the procurement 974 supply policies of the Agana, This maxed. 
ig publiohed for information, guidance and compliance of adel 
eoneernetl, Policies on Real Estate and Construction, and Transe 
portation will na included at a latex datas 
FOR THE DIRECOIR OF CENTRAL INTELLIGENCEs 

WALTER REID WOLF 

Deputy Director 

(Administration) 

25X1A 
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SUGURILY TNT ORMATION 


INTRODUCTION 


do PURPOSE 


4. The purposes of this manual is to establish Agency policy for the 
procurement, distribution, accounting for, control, ahr and disposal, 


of Agoney material. Sou Awee 


Bo Except as otherwise stated herein, tho policles praseribed in this . 
directive become offective upon publication. Senlor Representatives 
are authorized to deviate from these policies to the extent dietated — 
by saourlty requirements; otherwise, an doviations or sxeeptions will 
be permitted axcept by the specific authority of the Neputy Director 
(Administration Within the Limitations imposed by security con= 

25X1A _— sidevation accounts will. be operated under the policies 
expressed in this manual, — 


2o RELATION 1) EXISTING INSTRUGTT ONS 


A, So far as practicable, all poliay matters concerning procurement 

and supply which are more or less permanent in application and whieh 

are issued by authority of the Deputy Director (Administration) willl 
_ be contained within this manual, 


B FPoliey expressed in this manual willl supercede abl existing cone 
flicting directives, 


C, Subsequent changes in Ageney policy and direction refleeted by 


Administrative issuances will be reflected by ChENgEs, additions, or 
deletions, to this manuai,, 

3. GHANNELS TOR SURMISSZON OF PROPOSED REVISIONS AND AMINtayRrTS 
4, Ageney activities will svnmit proposed amendments or revigions 
through channels to the Chief, Logistics Offico, Proposed anendments 
or revisions will be reviewed and, where publication is dsemed ap= 
propriate, transmitted to the Deputy Director \Adalnistration) for 
review and subsequent publication, If revision ox amendment is cams 
sidered iuadvisabie, originsting component will be advised af reason 
therefor. 


4o, ORGANIZATION OF THE MANUAL 
Ao The CXA Procuvement ond Supply Mamel is published in four parts, 
(2) Part I = General, 
(2) Part IZ = Planning 
(3) Part IIT » Supply 
(4) Part IV .. Purchase 


SECRET 
SECURITY INFORMaTron 
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SECURITY JNFORM.TION 


Bo Hach Part will be divided inte Sections corvaspomiiag to those 
referenced In the Part outline, and Sections will be in numerical. pape 
BequUENncS> 


C, All revised pages will be identified hy tho manual title and regula 
tion munber, Part number, Saction, und date of publicetion. 


D, In order that changes may be identified more specifically, a brackot 
will precede and follow each new or revised portion of all revised 
pages furnished with the change, 


(1) A double bracket| [wild indicate that portion which has 
been deleted. When changes are too numerous to identify indivie 
duel, changes within a paragraph, o bracket will precede and follew 
the entire paragraph. 

(2) If a bracket follows a paragraph mmber, 1% Indicates that 
the body of the paragraph has been changed, If it precedes a 
paragraph mumber, it indicates that a paragraph has been added. 


(3) When the pages ure again roviged, previous brackets will be 
dropped and new ones indicating new changes will be inserted, 


SECRET 
SECURITY INFORMATION 
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7 PART Y = GENERAL, SECTION A ~ MISSL{ON OF THE LOGISTECS OFFICE 


I, MISSI 


| The Chief of Logistics if responsible for the Agency procuranent, Adige 
tribution, and accountability of a11 equipment and supplies; for trenspore> 
tation of personnel, equipment, and supplies; for meeting raal estate and 
| construction needs -bypurchise-or-othorwise; and for the coordination and 
| compilation of forecasts of requirements for logistical . support, for—che- 
-overanld—activitioss: Nien y 


wl + 
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PART I » GENERAL, SECTION B = FUNCTIONS OF THE LOGISTICS OFFICk 


To XUNCTIONS 
The Chief of Logistics shall: 


—— en 


A. Develop, recommend, and implement programs, policies, and proces 
dures for the logistical support of ali CYA activities, ; 


Qyatrty thie ei 

| Bo |, Provide technical guidance as necessary for the procurement of ei. 
naterials and suppiles doterminsd necessary fer Agency activities, 

direatly or by contract, from commeraial, militury, and other Goverment 


sources, 


i C, Negotiate with officials of other Government orgainzations agrec= | 
ments to insure that CIA logistical requirements ara net on a timely 
basis. 


D, Provide necessary coordination to compile requirements for equip 
ment and supplies essential for Agency operations, inoluding devolop= 
ment of supply programs, steck levels, production capacity requircnesta p 
and controlled materlals program requirements. 


25X1A 


H. In collaboration with operating offices concerned, provide for 
selection, assignment, indoctiination, training, and rotation of 
logisties personnel for whom technical guidances is required. 


I, Assumes, on behalf of the Director of Central, Intelligence, accomia- 
bility of and responsibility for ald™Agency supplies, equipment, and 25X1A 
real astate,to—include—tke Yevel.o and _ inplenentation-0F regulations 
and procedures pertaining to accounting system, 

A 
Jo Coordinate all phases of logistical support aad assist as required 
in the preparation of logistical annexes for operational. plans, 


SECURITY IMFORMATION 
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| PART I = GENERAL, SECTION D = BONDING OF PERSONNEL 


Lo REQUIRBEANTS 


Tho Chief, Logistics Office, may require personnel engaged in procures 
| nent and supply activities to give bond with sufficient surety for the 
faithful performance of their duties on an individual basis, These duties 
may include appointment as Accountable Officers for public property, or 
being intrusted with the duty of disbursing or handling of public funds. 


Payment of premiums or cost of surety bonds will be made by the Agonoy 
Comptroller or his deeignes, as authorized, in eccordunce with Public Lev 
110, Slst Congress, Section 10 (a). 


Io D 
wow] «= 
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PART 2X.» COORDINATION AND REQUIREMENTS 


SECTION 


Ay 
Bo 
C. 


Do 


Authority 
Rasic Policies 
Responsibility 


ee ee ee 


HoRSAPRx}0728R000100130012-7 


1. Coordination and Requirements Staff, Logistics Office 


2. Organizational Cemponents 


Liaison for Logistical Support Planning 


lo Project Review Committee 

2. Covert Coordinating Committee 
3. Controlled Materiel 

4o Intra — and IntersAgency’ 


- Consolidation and Translation of Requirenonts 


1. Availability 


A. Souree 

bo Time Faetors 
@ Substitutions 
d. Market 


20 Doller Value 
3. Purchase Action 


Establishment of Stock Levels 


SECRET 
SECURITY INFORMATION 
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PART IX » COORDINATION AND REQUIREMENTS 
SECTION A » AUTHORITY 


1, AUZHORETY 


The Chief, Logistics Office, or his authorised delegates are respon» 
pene ae the ie aac and compllation of Ageney requirements for 
‘Squipment, supplies, and services required for Ageney loristical 
based on operational plans. i ae nd ees 


2. DEPINTITON 


Requirements is that term applied to the quantit clase 
i! y ase, and items of 
supply and equipment which are essential to the support of the organizational 
components in the fulfillment of their responsibilities toward the over= 
all mission of the Agendy. 


ies 
-l- 
SECRET 
SECURITY INFORMATION. 
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PART TI » COORDINATION AND REQUIREMENTS 
SECTION B + BASIG POLICIES 


4d. BASIC POLTCIZS 


The Coordination and Requirements Staff, Logistics Office, recommends 
Agency prooursment and supply policy through the medium of coordination 
with the organizational components to ensure complete and adequate ‘logis~ 
tical support. These inelude the followings 


a. Assistance to tha organizational components in the development of 
their materiel requirements. 


bo Technical advice and guidance, with regard to the capabilities ani 
capacities of equipment to meet determined operational requirements > 


<» Recommending such standardization as is possible in the coordina» 
tion and compilation of materiel requirements > 


iI B 
oi) = 


SECRET 
SECURITY INFORMATION 
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SECURITY INFORMATION 


PART IZ » COORDINATION AND REQUIREMHITS | 
SECTION C » RESPONSIBILITY 


The Coordination and Requirements Staff, in coordination with other 
components: of the Logistics Office, determines the adequacy of Agency 
supply facilities, together with sources of materiel, to cusure that Agency 
requirements are met in conformity with time schedules established by 
operational activities, 


2. ORGANIZATIONAL COMPONENTS 


& Organizational components of the Agency will. generate and submit 
their estimated requirements to the Coordination and Requirements 
Staff, Logistics Office, for compilation to ensure the proper pro= 
gramming of all equipment and supplics, 


bo Forecast of estimated requirements willte submitted thirty (30) 
months in advance, dating from 1 January of the fiscal year preceding 
the reporting period, a 


Example: Istimated requirements for the Fiseal Years 1954 end 
1955 will be submitted on 1 January 1953. 


Confirmation or revision of the first year's estimated requirements 
will be submitted quarterly, and the second year's sstimated requiro~ 
ments Will be confirmed or revised semiannually, 


es Requirements wild be submitted using correct commodity classifie 
cations, stock mumbers, item descriptions, time schedules, authority, 
and degree of sterility. 


d. Requirements lista will consist of segregated groupings separated 


as follows: 


25X1A 
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PART II » COORDINATION AND REQUIREMENTS 
SECTION D — LIAISON FOR LOGISTICAL SUPPORT PLANNING 


, 


) 


1. PROJECT REVIEW COMME TTEE 


Technical guidance and assistance is rendered organizational componeats 
in support of project submissions to the cae Review Committee, contain» 
ing requirements for supplies and cquipment (in accordance with CIA Regula. 


tion Noo I. 


y be deemed essential in the devéloppiont 7 
amd: ent of matériel neaila in swpport/ of spec. 
through cgordination of sveff s with organifationé. ants o 


; ( 
3. CONTROLLED MATERTEL 


The Coordination and Requirements Staff ensures through the medium of 
materiel analysis an adequate allocation of critical and strategie materiel, 
by the development of sueh allocations through liaison with tha Munitions — 
Board and the National Production Authority. 


4 INTRA = AND INTERAGENGY 


' Conducts liaison essential to the formation and fulfillment of ree 
quirements for supplies essential for proper and timely Agency logistical 
support, : 


25X1A 


ik 
Ou off requirgments and fhe fulf 
i“  prosects, 


ie fagte niente An on cattery sees om, 
SSUES RARE SaaS 
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PANY II » COORDINATION AND REQUI ‘EMENTS 
SECTION I ~ CONSOLIDATION AND TRANSLATION OF REQUIREMENTS 


1, AVAILABILITY 
® 


Availability consists of those determining factors which reflect the 
present of future potential receipt of the materie]. required. 


8, Sources of materiel may be either domestic or foreign and are deter= 
mined after consideration of such matters as: 


(1) Existence of required materiel. 
(2) Capabilities of manufacturers, 

(3) Availability of critical materiol. 
(4) Costs of supplics and equipment, 
(5) Security aspects, 


b. Time factors are those elements of congideration which mast be 
evaluated to determine fulfillment of requirements, 4.¢., manufacture 
ing and shipping lead times. 


Co Substitutions of items of materiol will only be considered and 
recomuended where requirements cannot be met due to nonavallability. 


do As a guide for technical assistance to organizational components 
of the Agency, the Coordination und Requirements Staff maintains com= 
prehensive records and logistical information on current and future 
potential sources of equipment and supplies, 


2. DOLLAR VALUE 


Assists the organizational components of the Agency in the tranglution 
of their materiel requirements into current dollar value, 
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PART IZ — COORDINATION AND REQUIREMENTS 
SECTION F » ESTABLISHMENT OF STOCK LEVELS 


1. Tho Coordination and Requirements Staff, Logistics Office, analyzes 
requirements for indication of trends that might affect future procurement, 
and develops experience factors, which may be used as guides in the detere 
mination of stock levels to. be maintained. © 


2. The Coordination and Reqiirements Staff maintains a current analysis 
and evaluation of current merece trends having an effect on present or 
future purchases. 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


) Approved For Release 2001/03/30 : CIA-ROF 84-00728R000100130012-7 
| . my Ta 
By iutrenailen 


CONTLUTS 


oe er 
thet Beata 


PART ITZ « SUPPLY 


SECTION 

| A. General 

B. Accountability. and Responsibility 
C, Stock Catalog | 

D, Stock Levels 

E, Requisitioning 


¥, Distribution and Transfer of Property 
G, Audit and Inventory 

H. Issue and Use of Goverment Property 
I, Material Disposition 

Jo Boards of Survey 


K, Reports 


fi 
q 
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PART. ITT = suprty, SEORION A ~ GHNGRAL 


Le BURPOSE 


Part ILI prescribes Agency supply policy, A supply procedures manual, tS 
based on policies stated horein, will be published, That manual will con= 
tain detailed procedures for supply operations, Agency wide, 


2. FO 


The policy manuel will prescribe the typca of forms to be used, The 
provedures manual will contain gemple forms, mf 


25X1C 
25X1C ! 
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‘ PART ITX = SUPPLY, SECTION B 
PUBLIC PROF -ERTY ACCOUNTING » ACCOUNTABILITY AND RESPONSIBILITY 


Le Dysk ANITIONS 
A. ACCOUNTABILITY 
The obligation of an individual officially designated to maintain 
& formal record of Goverment property on a prescribed stock record 


account system, which is ga to audit by officially Sealine 
auditors, 


Bo ACCOUNTABLE OFFICER 

An individual designated to maintain accountability and charged 
with pecuniary responsibility for the proper discharge of his responsie 
bilities, 


C, RESPONSIBILITY 


The. obligation of .an individual for the proper custody, care 
and sakekoeping of Government property under his BUPOLVLBLOL. — 


The obligation of an individual to whom property has been 
_ witetsted_-; who, by virtue of personal possession, is specie 
fically charged with its care and sai a 


D, DISPOSITION 


The issue, transfer, sale, salvage or other authorized action of 
accountable officer in Rep erauy Hane possession and control of Govera= 
ment property. 


E, PROPERTY CLASSIFICATICN 


(i) Real, Property = Land and interests therein, leaseholds, puild= 
ings and improvements, and appurtenances thereto, It includes 
piers, docks, warehouses, rights=ofeway, and other easements, whether 
* temporary or permanent, underground conduits and associated manholda, 
utilities systems and. parts thereof, and all other improvements 
permanently attached and ordinarily considered real’ estate. It . 
does not inelude machinery, equipment, fixéd signal. communication -- 
systes, ete., which may be severed or removed fron. “buildings withe © 
_ out destroying the usefulness of the structures, 


ITI » B 
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. ae (2) Installed property - Movable things, such us equipment, ape 

| paratus, appliances, fixtures, machinery, otec., which have been 
fixed in place or atteched to real property, but which may be 
severed or removed from buildings without damaging or destroying 
the usefulness of such buildings or structures, 


(3) Personal property - All raw materials, commodities, manu- 
factured articles, transportation units, and unit assemblages, and 
| units of equipment procured, stored, or issued, which have not 
become real property and which have not been installed so as to . 
| . become an integral part of a building or structure, Personal proporty 
is hereinafter referred to a3 property, material, supplies or itanus, 


(4) Expendable property ~ Supplies which are consumed or loses-- 
identity In use, Also included are those items sah as spare and 
repair parts which are used to repair or complete other articles, 
and thereby lose their separate identity, and material used in 
manufacturing and for testing (not including testing devices) and 
experimental purposes, Supplies will. not be considered as oxpond= 
able unless specifically authorized by the Agency Catalog, 


(5) Nonoxpendable property ~ Supplies whichare not consumed and 
which ordinarily retains its separate and originel identity during 
the period of use, 1.0, vehicles, machines, tools, instrumants, 
ote, ; 


¥. STOCK RECORDS 


A formal record maintaine’ by an accountabuea officer on prescribed 
forms in the prescribed manner, showing by item all transactions affect 
ing the stutus of iovernment property, and supported by files of doa. 
ments (Vouchers) vsed in such transactions, 


G VOUCHERS 


Decuments used in transactions affecting accountabllity. Issue 
Slips, Shipping Documents, Receiving Reports, are examples of documents 
which become Vouchers, . 


2. ACCOUNTABLE OFFICER 
i 25X1A 


4n accountable officer will be designated for... 
the purpose of assuming accountability for age s ace or 
in use or in possession of others to whom it has been entrusted for use 
or custody, The accountable officer will assume accountability from time 
of receipt until relieved by an action listed in paragraph & below. The 
accountable officer will also assume accountability for public property 
found abandoned or recovered from unauthorized users, 


3. 


A. The Chief, Logistics Offices, will designate accountable officer(s) 
for Headquarters > 


III = B 
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* Go PROPERTY ON LOAN Ay keira: 
Accountable Officers shall maintain a separate record of all property 


which has been loaned to the Agency by individuals oups, other branchos 
of the United States Coverma:n* aarrraall 25X1A 


To [CERS 


A. When relieved of accountability, accountable officers will turn 
over to successors all property for which they are accountable, ineludes 
ing the records, forms, files, receipts, and equipment within their 
spheres of accountability. 


Bo Under ordinary elremstances, accountable ofiicers, when turning 
over accountability to a successor, will be rolieved of accountapility 
upon the execution of e certificate stating that as of a specified date 
and a specified voucher mmber the account is true end correet to the 
best of his knowledge and belief, If deficiencies ars subsequently 
discovered within the realm of responsibility of the former accountable 
officer, the incumbent accountable officer will resolve tha deficiencies 
to the extent possible. Deficiencies which cannot be resolved by tho 
incumbent accountable officer will be referred to the formor account 
able officer for correction, Accountable officors assuming accounta= 
bility from a predecessor will certify that as of a specified date 

and voucher number he has assumed accountability. 


CG, When upon the assumption of accountability there is any reason te 

suspect misuse or misappropriation of property, non-compliance with. 
regulations or other such conditions, a physical inventory willl be talren 

to the extent deemed necessary by the accountable offiser's superior, 

tn these eases the accountable officer being relieved will make the: 
necessary adjustments before accountability 1s transferred, 


A. Agcountable officers will terminate accountability when materiel. 
is transferred to another accountable officer, issued for immediate 
use (expendable materiel only), disposed of aa unserviceable, entered 
.on @ Survey Report, or an approved Inventory Adjustment Report. 


B, Tho Chief Logistics Offiee or Senior Representatives my authorise 
termination of accountability. under the following special clrcumstances: 


(1) When materiel is to be located in an area in vhich the United 
States Military Forees have been authorized to drop accountability, 


(2) When unforeseen situation arises requiring the immediate abandon 
mont or destruction of materiel, . 


(3) When materiel is lost, destroyed or damaged beyond repair as 
a result of the action of a foreign goverment, group or individual 
providing such loss, destruction or dunage did not in any way result 
from the willful. act or negligence of any representutive of the 

o So Government, 
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(4) When materiel is requirsd to be used as a medium of exchange 
provided such exchange is of benefit to tho United States Government. 


(5) Materiel to be assembled and held for operational projects, 
Whea accountability for project. materiol is terminated, Zesnonsihie 
individuals will maintain jacket file records showing quantity and 

_ Location of materiol, 


@. ACCOUNTABLE RECORDS 


Aecountable officers will maintuin the following basic records for the 
purposes stated: 


A. Stock Record Cards: Tho basic instrument of stock control, a separate 
card will be maintained for each line item of materiel involved, Stock 
record cards will show by line item and voucher mumber a record of each 
transaction affecting accountability. They will also show a record af 
materiel "Due in" to the accountable officer and a record of ‘materiel 
"Dus Ont" to operating elements, 


B. Voucher File: Rach receipt, issue, shipment or other action 
affecting uccountability will be recorded on 4 prescribed form and will 
be considered accountable vouchors, Vouchers will be numbered consea- 
utively beginning with each fiscal year, Except where otherwise Sspeci.a 
fically prescribed, each entry on a voucher will be posted to the Applie 
cable Stock Record Card. All vouchers will be filed in the voucher | 
file in numerical sequence, A Voucher Register will be mintained in 
conjunction with the voucher file, Issues of naterial purchased locally 
for immediate uge und of a non-recurring nature need not be costed to 
the Stock Record Card, A cartificdte on copy of Recelving Report signe 
ed by the user will suffice, 


C. Memorandum Receipt Files: A record of non-expendable property in 
use, hereafter referred to as "Memorandum Receipt Property," will be 
majatiined by the accountable officer, This record will consist of a 
copy of each issue document and turnein document and a prescribed form 
for recording transactions, Accountable officers will issue a conseld= 
dated memorandum receipt at least semieannually to each responsible 
officer, and upon change of responsible officers, Consolidated MeMorane 
dum receipts will list all property properly chargeable, Responsible 
officers will verify consolidated memorandun receipt quantities by ine 
ventory of property on hand, take proper setion on shortages and report 
overages to the accountable officer, Responsible officers will mains 
taln a rscord of Memorandum Receipt Property in their possessions 


W> ACCOUNTING FORMS 
The following forms are the basic documents used as Vouchers to Steék 
Records Accounts: 


A. Issue Documents A document for recording issues of material from 
, secountable officers to responsible officers or operational components , 
Non=expandable equipment will be issued on issue documents with the 


IIT = B 
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term “Memorandum Receipt" stamped or otherwise indicated on the forms 
Accountability will not be torminated when noyeexpendable material is 
~ Issue? on Issue documents (except as prescribed in per 8 Ses B). 


By Turne-In Documents: A document for ‘recording turnin of material 
from responsible offiesrs or users to accountable officers, Tura-in 
Documents indicate actions which are the reverse of those recorded on 

- Issue Documents, 


GC, Shipping Document: A document for recording nsfers of material. 
between accountable officers, 


D. Receiving Report: Document prepared by accountable officers to 
record receipt of material obtelned by procurement action, 


Eo Inventory Adjustment Repert: A document used to adjust operational 
losses discovered in inventory of accountable officers stocks, Invoen= 
tory Adjustment Reports used for this purpose must be signed by the 
Accountable Officer and approved by his superior, The Accountable Officer 
and approving authority will Gssure that the use of Taventory Adjustment 
Reports to adjust inventory discrepancies is not abused, The inventory 
Adjustment Report will not bo used to adjusé discrepancies in property 
issued on Memorandum Receipt. Inventory Adjustment Reports may be — 

used in varlous administrative twansactions not affecting accountability 
such as changes of stock numbers, nomenclature, steo 


F. Survey Reports Survey Reports (or Report of Survey) are documents. 
used to terminate accountability for property lost, destroyed or damagetl 
under questionable circumstances. (see Ses 3) _ 


11, ACCOUNTING "spoT cHmoKsn 


To discharge more fully his: responsibilities for public property, the 
Aecountable Officer will require continuous "Spot Checks" to assure the 
observance of proper cara; use, handling of and accounting for supplies 
pertaining to his supply activity. "Spot Checks" will consist of inventory= 
dng and checking the Stosk Records Cards of a list of items (selected at 
random or because of value, difficulty of supply, ote.), verifying the 
postings on Steck Record Cards against corresponding figures on appropriste 
documents and vouchers to the stock record account, and examiaing the general 
condition of the aecount. If "Spst Checks" reveal, irreg@larities or in= 
accuracies, appropriate authority will determine the extent and cause there= 
of, and will instigate corrective action as required under the circumstances, 


12. DISPOSAL OF ACCOUNTAR LE RECORDS 


Drspasitor N~Inactive Stock Records and Voucher Files will be made after final 
audit amd will be in accordance with the Agency Records Dispesal Scheduie, 


13. 


Sensitive and Expensive equipment which bears serial mmbers, such as 
typewriters, weapons, cumeras, watches, etc., will be accounted for by 
serial number when issued for yse. This will be accomplished by recording 
the serial, mmmbers on Issue Documents and Turpin Documents, 


Til. 5B SECREY 
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“be AGCOUNTING FOR AUTOMOTIVE VJHICLES 


A. mn addition to maintaining reguler Stock Record Cards for cach 
model, make, and type of automotive vehicle, an Individual Automotive 
Vehicle Record will be maintained by the Accountable Officer for each 
separate vehicle. This record will contain the make, model, type, 
chassis number, original cost, date of purchase, motor number and the 
name of the individual responsible for the vehicle, and a list of the 
accessories attached to. the car, 


B. The Chief, Logistics Office, will accom for ail Coveramens omed 
veRicles to which an individual or organization holds title and will 
maintain, in addition to those records shown in 4, above, a "Doclara- 

/ tion of Trust" properly authenticated and signed by the responsible 
individuals. 


15, UNCLASSIFIED DOCUMENTS AWD FOREIGN BOUND BOOKS AND PUBLICATIONS 


The Chief of the Agency Library is accountable for all unclassified 
bewsd books and periodicals obtained by purchase, with the following ex= 
ceptions: 


A, Desk dictionaries, Government manuals, style manuals, and such 
publications listed in the CIA catalog. 


Bo Readily available English language pericdicals and newspapers 
which are not designated as Offieisl Library Copies. 


C. Books ond pericdicals acquiretl by domestic and foreign field 
activities, 


D. Publications purchased for the Geographic Division for the purpose 
of foreign exchange. 


E,. Publications —  — 25X1A 


16. RESPONSTBILETY, 


A. Responsibility is charged to any individual to whom public preperty 
has been entrusted and whe is charged with its care and safekeeping, 
whether in use or in storage, Responsibility arises from possession, 
or supervisory responsibility over those who are in possession, 


Bo The terms “accountability” and "responsibility" are not synonymous. | 
Accountability is assumed only by officially appointed individuals, 
Responsibility falls upom anyone charged with care of Government property, 
An accountable officer is both accountuble and responsible for property 
in his physical custedy. He is accountable for but not responsible 

for non~axpendable property in use by responsible individuals, He is 
neither accountable nor responsible for expendable materiel which he 

has issued. for immediate use, Responsible individuals are responsible 
‘for all materiel expendable and non-expendable in their custody or 

under their supervision. 
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Office Heads ars required to ines that property within thelr 1 respective 
offices is properly safeguarded, bandied and malntadned, and that thore is . 
no accumlation in exeaas of actual noeds. 


18, SHULOR_REERUSHNEATIVES © UISROUSIRELIES 


Senior Representatives of the Director of Central Intelligence are — 
required to eusure that serviceable property, for both supply and operational 
purposes, is available for those activities under thelr jurisdictions, 


-gervieeable condition, and that it is properly cared for and used; . 
equally important, that there is no acewnulation of a in excess. of 
authorized levels, allowances, or necds.s 


A‘person in charge of a specific activity is responsible for ail 
property pertaining to that activity, whether he raceipts for it.or note 
Xt is the duty of this individual to attend personally to its security and 
to supervise such transactions himself, or cause them to be supervised by 
competent ‘personnel. He has the following respensibllities in commaction 
with property. 


A. Have in hig possession, in serviceable condition, such artioles 
of authorized equipment as are required for the proper periormance 

_ of the assigned mission of his activity and ubich he can | properly 
maintain, cana and employ. 


Bo Determine, by frequent inspections, that all articles of equipment, 
on hand are complete and serviceable, 


GC. Ensure that all persons under his jurisdiction are properly ine 
strueted in care, use, and maintenance of property, and rigidly entore 
‘such instructions. 


D, Maintain recerds of receipts and issues, when preseribed, which 
will refleet at all times the status of all property for his activity. 


BE. Have the necessary action taken as hereinafter prescribed in the 
ease of loss, damage, or destruction of property for which he 1s re= 
sponsible. 


EF. Designate one or more autnorized repregsontative(s) » aif required, 
te receipt for property. ; | 


III = B 
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G. Have all property in excess of authorized allowances, levels and 
needs turned in to ihe appropriate Accountable Orficer. 


21, RELLEF FROM RESPONSIBILITY 


When a responsible individual 1s relieved from a position, he will 
without delay, turn in property for which he is responsible or transfer it 


to en authorized successor, and effect tlement of his responsibility. | 
Tt will be the duty of each Offiee Hoad aq aee ‘that, 3 
settlement ig effected before the departuze of the individual. Any property — SX1A 


not transferred to a successor will be taken possession of by tho aporopriate 
Accountable Officer, who will issue u eredit for such property and furnish 

& copy thereof to the individual. If shortages are found to exist, or if 
‘damage (not the result of fair wear and tear) is discovered, the Accountable 
Officer will advise the person concerned, with a view to obtaining an adjust- 
ment, If no adjustment can be effected, tho matter will be turned over to 

a Board of Survey, which will fix responsibility. 
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PAR TIE « SUPPLY, SECTION Cm STOCK CATALOG — 


1. AUIHORTIY 


The Chief, Logistics Office, will be responsible for the development 
and maintenance of an Agency Supply Catalog im accordance with Public 
Lays 152 and 754, Alet Congress, sed such govermental directives as have 
heen or may ba issued. 


2. MISSION 
Included in the above responsibilities are: 


he The conversion of data pertaining to items of supply into names and 
deseriptions suitable for use in the Agency Supply Catalogo 


Bo ‘The maintenance of such Iiaison with Government agencies antl commercial 
firms essential to the development and maintexance of Agenay Supply 
_ Catalogs. . . 


C, The development ef a steck classification system using, whea avaliable, 
item names, deseriptian patterns, and item descriptions prescribed by 

eae Board Catalog Agency (MBCA) and American-British Classifieation 
ABSO "9 


D, The maintenance of such records and statistics as .ay be necessary 
far the accomplishment of the above and for such informational uses 43 
ars required, : 


3. POLICE . 


Ae Agoney Catalogs and revisions thereto will be tha sole source of 
property classification for such items as are contained therein. 


7 B. All organisstional components of the Agency will use the Supply 
Catalog to ensure the use of correct stock numbers and Cescriptions 
in preparing requisitions. 


CG. All property for which there is a recurring demand will be identified 
with a stock manber and proper description, which will be assigned Jasefar 
as possible in confe:mance with procedures established by MBCA, ty tha 
Catalog Branch, Supply Division, 


D. The classification of property as te expendability or norleoxpendabL lity 
will. be as preseribed by the Munitions Board Catalog Agsnay. The ex= 
pendable or non=expendable status will be shown in the Agency Catalog. 


Eo Regulated items will be so indicated in the Agency Supply Catalog. 
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PART III « SUPPLY, SECTION D » STOCK LEVELS 


1. Stock levels are authorized or dirogted quantities of materiel to be . 
maintained on hand and on order in anticipation of issue demands. Levels 
df of consumable materiel, on which valid consumption or usage data has boen 
obtained, are normlly expressed in terms of "days of supply" while levels 
of non-consumable materiel, such as fixed equipmont and special items are 
| normally expressed in terms of fixed quantities by unit of issue, 


| 2, Stock levels consist of two essential parts which aret 
A, Stockage objective, the amount of materiel to bs maintained oy bande 


B. "Pipeline time" or “ordering-shipping time”, the average time which 
elapses batweon the ordering of materiel and recespt to Pipeline time: 
varies in amserdence with distance from source of supply and other such 
factors. Pipeline time has a direct effect on stock levels, but not 

on stockage objective. The pipeline tine expressed in days of supply 
represents the quantity of material which should be on order at all times, 


3. Safety Steck Levels are Levels of essential material established to 
insure continued operations during minor interruption of normal replenishment 
er unpredictable fluctuations in supply demand. 


4. , Standby Levels are levels of vital materiel established when infrequent 
- use would not otherwise justify the establishment of levels, and the lack - 
of which might. cause serious consequences. Example: Farts for fire fights 


ing equipment. 


5, Seasonal Levels are levels of material having seasonal use such as fuel 
for space heating, winter clothing, etc. Seasonal levels must be given | 
careful consideration in order to have required material available when needsdo 


6) Strategie Levels are levels specifically euthorized or directéd for 
future pogsible or as emergency reserves, Strategic Levels will not be cone 
sidered a part of the normal stock levels ‘aaa 25X1A 


7. BASIC POLICE 


Following is the Agoncy basic seaaey concerning esvablishnent and main» 
tenance of stock levels contingent upon availability of funds and storage 
facilities. 


. A. _The Chief Lo . gbles Office, wlll direct the levels %o be established 
25X1A is oe ee . 


25X1A B. -Except.as otherwise s ecifically authorized by the Director, the 
: stockege eblestive will not exceed 180 days, 


C, Except as otherwis 
gtockage oblective 


25X1A | 
ecifically authorized by the Director, the > 
wili not exceed 60 days. 
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D, Except as. specifically authorized by Senior Representatives, 
will not establish stock levels for non~axpendable equipment (Equipment 
in use dogs not constitute a part of stock levela). 
25X1A Ho ee 32 determine "pipeline time for apeaifie 
item based on experience and forecast, The stoek levels for it nbs | 
vary according to variations in pipeline time, Irample: cams 25X1A 
maintains a stockage objective of 60 days supply of a certain items 
The pipeline time is 120 days, therefore, the stock level is 180 dayu, 
with generally, 60 days stock on hand, and 120 days stock on onder, | 
25X1A Se: Repres periodically review "pipeline" data usbd 


by 


| ' F, Senior Representatives may authorize establishment of Safety Leve.s 
S and Standby Levels within the limitations of para, Nb and Rc, aAbOvGs 
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d requisition is a docunot whereyy componente of the Ageney, 
raquest material from suthorized sources of 


upplye  \Al2o see Section He issue and Use of Government Property) o 


Be 
the preseribed allewances sot forth in current Gueges ApproprdiatLonna, 
Tables of AlLovances, Tables of Equipment, Matortel AlLovence Listy » 
oy other published allovance authori by, 


Agenoy components are av: thord zad to requisition material. wi Chae 


are axthorised to initiate reauesta fer 


materia. through proper chaniels, and suck authority moy be dolegated 
to Accountable Officars, 


Ne 


Supply agencies will furnish all componcats o ot the gency within 


thelz respective sphare of supply responsi ti Hore with Lnatruetions ag 
to the procedures governing requisitioning of mstorial. 


ABEROWAR, 
A. Headquarters requisit Lous for the following types oY materials wild 


be forwarded through the Office Indicated del, cis for technieal guidsuee 


’ awl for 2oproval pee ax toa issues by the logisiies Offlea, 


Q imeumrtive Fumiture « Authorized for Aasistant Direetors, 
OPFLes Bi eads, their lumedlate staffs, grade GSel5 and above, ard 


supperting secretarial staffs, Approval. by Chief, loglstics 
Office 6 . : 


(2) Ordnanee Supplies and Equipment — If willived in the Departe 
mental area. Approval of Coief, Inspection and Pecurs ty OLE 


(3) Surveillance and Photographie Euut punoex’ 1G Approval af Chiof, 
Techies] Services Office. oS gist SS 


(4) Genmunications Supplies and Equipment = Approval of Assistant 


Diveetor at Com: coniesiLons Saedeeents. 


(5) Medica Supplies ond Tquipment « Appvovel of Chief, Medical . 
Stare 


_ Genern\ Scruices. 
(6) Reproduction Rgpsipment eo Approval. of Chiet, datetstrethes- 


t Fn ik had 


(7) Business Machines and Equipment awi Forms not previously 
approved «= Approval of Chief, Organisation and Methods Servies, 
C£fiee of the Comptroller. 


Itt « & 
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(8), Taternal Securicy squipmont « Approval of Chief, Inspecticn 
and. Security Office. 


i 


(9): Research and Development Items » Approval of Chief, Technical 
Services Office. 


: A. Requisitioning agencies will make every effort to utilise standard 
items before requesting non-standard and nonm-tatalogued material, 

(Seo Section H, Paragraph 2, for authority of issuing agency to make 
substitutions) o 


25X1A 


ITI » & 
mm 2m 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


i 
+ 


-00728R000100130012-7 
Ca 


mgoein fal 


Approved For Release 2001/03/30 : CIA-ROPET 
CES 


25X1A 


S$. REGULATED Tras 


A, Regulated items are major items of materiel which require close 
control because of cost, sensi tivity, - limited nppidestion or other 
suoh factors, Regulated items will be indicated as such in the Ageney 
. Stock Catalog, Central procurement or shipment of Regulated Itens 
25X1A from Spaotalined will be controlled by the Chief, 
a logistics Office,’ Control of Keguiated Liens located physically with- 
in thelr areas of responsibility reste wlth Senior Representatives, — 


6> REQUISTITONING CHANNELS 


25X1A 


GC, . However, requisitioning channels as prescribed above will not 
be placed in effect until specifically authorized by the Chiof, 


Logistics Office, 
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PART III = SECTION G = AUDIT & INVENTORY 


1. AUIBORUY 


a. Accountable Officers will inventory a1] items uzder thelr control 
to assure a complete or cycle inventory at least cach years 


bo Records & materiel are subject to inspection at any time, 


ec, ALL Ageney property accounts are subject to audit and inventory 
umler the direction of the Auditor-ineChief, 


2. PURPOSE 


The purpose of audits and inventories are: 
&_ To make physical examinations of materiel on hand and in use, 
Do To conduct reviews anid inspections of the property accounts. , 


ec, To ensure that the interests of the United States Government are 
being maintained by proper accoumting procedures and controls. 


3. RESPONSIBILT TIES 


iD Orcios Heats ME 22 011 othor personne 
will cooperate to the fullest oxtent possible in the. condubt of audits and 
inventories and will make available: ; 


ao Sersonnel necessary to accomplish the audit and inventory. 


Po Correspondence, vouchers, and records of procurement and supply 
activities. 
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PART III - SUPPLY, SECTION H 
ISSUE AND USE OF GOVERNMENT PROPERTY 


to ISSUES 


Ao Issues will be made only for authorized purposes, within authorized 
allowances and to authorized individuals, . 


2. § TUTIO 
A. Supplying activities are authorized to male substitutions in order 
to meet requirements from available assets when such substitutions will 
obviously £111 the requirement, Otherwise, substitutions will not be 
made except upon approval of requestore 


Bo 


A, Enployees of the Agency will not use Covermment property for private 
use or personal gain (violations of this regulation are subject to 
severe penalities by public law), 


feo 


4. When property is authorized for doan, documents recording the loan 
wil shows . 


(1) Authority for making leen, 
(2) Materiel involved, 


(3) Issuing date, and eustedian by name and organization. 
(4) Approximate period involved. 


‘Bo Authorizing individuals will ensure that such loans preclude monetary 
loss to the United States Goverment, except in the interest of OpErace 
tional attainment. The Chief, Logistics Office, and the appropriate 
Senlor Representatives, or their designees, will be the authorizing 
officlals, ' 
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PART III | SUPPLY, SECTION I — MATERTED DISPOSITION 
(NOT INCLUDING ISSUES, TRANSFERS OR LOANS) 


DERINETIONS 
Materiel to be disposed of may bez 


4, CONDEMMED PROFERTY 


Property which has been condemmed as a menace to health, or which 
bas become unserviceable beyond practicable repair. 


Bo EXCESS PROPERTY 


Property excess to the needs of the Agency but not yet determined 
to be surplus. 


C, OBSELETE PROPERTY 

Property which kas been or is being replaced by equipment which 
better serves the purposes Property which can no longer adequately 
perform the mission required of ito 
D, SALVAGE 

Property that has some value in excess of its basic materiel cone 
tent bu’ which is in such condition that it has no reasonable prospect 
of use for any purpose as a unit, and its repair or rehabilitation for 
use .as a uit is clearly impracticabie, 
E. SCRAP 


Personal. property that has ne value except for its basie materiel 
content, and includes waste, 


PF, SURPLUS PROPERTY 
Public property that is not required by any Government Agonoy. 


A, Salvage and scrap which is of no further use to the Agency will be 
sold if pessible, otherwise it will be a ae of by the best means 
paar see: vou Prppensted Authotdy 


B, Accountability for Gondemed property may bo texminated by execution 
of a proper certificatelto be filed in the accountable officer! vouchers, 
Upon condemation, property becomes scrap or salvage materiel and will 
be disposed of as specified in 2A above. 


C, Surplus and excess property will be eee of in accordance with 
the Supply Procedures Manual, 
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D, Obselete property will be used to the maximm extent possible, . 
It will not be suspended from.use because of obselecence when it can 
still be utilized for operational purposes. 


30 Regulated Items disposed’ of as condemned, scrap or salvage, will be 
reported to the Chief, Logistics Offices 


wt 
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PART III « SUPPLY, SECTION J = BOARDS OF SURVEY 


lo <A Board of Survey is a formalized body for inquiring into tho status 

of condition of Government property which has been lost, destroyed or damagad 

or otherwise rendered unavailable for its intended use; for determining or 

relleving responsibility therefor; and making recommendations for its future 
accountability andfor disposition, 


a. Tho purpose of a Board of Suxvey is to set forth for the convening 
authority aia facts and clrowstences relative to the condition of the 
Government property described in the survey; todotermine the causes of 
damage, loss, or destruction; to determine or relieve from responsibility 
for such logs or damage; and to recommend appropriate aceoumting action 
and disposition of the items involved, Such action is designated as a 
Report of Survey. 


30 A Report of Survey will be required under the following elreuns tances 3 7 


a> When property is lost or camnot be accounted for (Except for “operas 
“tional losses" in the accounts of Accountable Officers) 


b.. When property is destroyad or damaged, except by fair wear and tear, 


Gc. When proparty has been misappropriated, misused or disposed of in 
‘an unauthorized manner 


4o Reports of Survey will be suimitted by responsible individvals within 
thirty days after discovery of conditions requiring Reports of Survey, 
When this thirty day period is exccaded, an explanation will be furnished, 


5, COMPOSITION OF BOARD OF SURV: 


&o Departmental Headquarters Board of Survey will be composed of mamberg 
as listed below and authorized to act on matters perteuining to loss, 
damage, destruction, theft, or disposition of public property for which 
CIA is responsible: 


Chairman | Deputy Asst. Deputy (Inspection & Security) - 
Member and Legal Advisor Assistant General Counsel, 
Member and Recorder Deputy Chief, Logisties Office 
Member. | Assistant Comptroller 


Three members will constitute a quorumo 


bo The Senior Representative will establish a Board of Survey in his. 
area, to serve in the same relationship as the Departmental Heedquarters 


25X1A Board of Survey to the Deputy Director (Administration), Investiga 
Officers ‘be appointed by the Area Board of Survey, 
as appropriate. -_ 


25X1A 
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Co a wild ostablish a Board ot survey consisting of 
one or more persons. ; 


6. BY WHOM APPROVED 
Qo HEADQUARTERS 


(1) The Deputy Director (Administration) will be the approving 
authority in ail cases of survey in excess of 91. g000 00 


(2) Except as stated in b and ¢ below, the Departmental Headquattera 
Boar of Survey wild. be the approving authority in all cases of 
surrey less than $1000.00 4 


(3) In eases where: peounlary responsibility is established, the 
individual may appeal, in writing, through the Departmental Head= 
qu.zters Board of Survey within 30 daya after receipt of notifica~ 
ticn of such liabllity, to the Agency Director, 


25X1A 


co OVERSEAS AREAS 


(1) The Deputy Dieétex” (Administration) will ba the approving 
ania in all cases of survey in excess of § $1,000 00. 


(2) Except as stated in (3) & (4) belov, the Area Board of Survey 
will be the approving authority in all cases less than 42,000.00. 


25X1A 43) BE ciccs may take fined action on aa bs of Survey not 
im excess of $100. 


(4) may take final astioncen Reports of Survey not 
in excess of G100, - | 


25X1A 


(5) In cases where pseuniary responsibility is established, the 
individual may appeal, in writing, through the Departmental Heade 
quarters Board of Survey within 60 days after receipt of notiflcae 
tion of liability, to the Agency Director, 


7. DUTIES OF THE DEPOT AND.STATION BO Of SURVEY 
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(2) wi22tl noncompliance with regulations and direectdéves to the 
extent that such acts or omissions wero direct causes of the cone 
ditions which required a Report of Survey, 


(3) Gross nogligence 


(4) Other contributing factors constituting reckless indifference 
to consequences, , 


1i. EINDINGS oF JHE BOARD of SURVEY 


& The report will generally be confined to findings of facts and recom= 
mendations, 


bo Tho report will state in every case whether or not an individual 
or individuals are found to be responsible, 


c. Indicate the action to be taken on the disposition of property. 


d. Where all members of the Board concur in the findings, the report 
will be signed by each member so indicating. 


; So Shovld a member not concur, he shall sutmit a signed minority ree 
port to be embodied in tho record immediately after the majority renort 
is made. 


Tho investigation and reporting uction of the Board of Survey will nore 
melly be completed and returned within 20 days of date or receipt of Survey 
Report, When unforseen complications are encountered, the convening authore 
ity will authorize extensions until completed, 


1Il. J 
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a. Inspect the property under survey and thoroughly examine tho circum 
stances attending its status. 


bs In, the case of lost, Geiet or missing articles, the Board will, 
when possible, inquire into the causes to determine responsibllity, 
taking into consideration what measured wore taken to prevent such loss 
or theft, . 


co In the case of damaged property, satisfy itself ‘that such damage 
was or was not caused by willful intent, negligence, or curelessnesso 


do Determine the monetary extant of such dumage and whether economi.cal. 
repairs oan be made, 


8 DUTIES OF Mustd HEADQUARTERS BOARD oF. SURVEY 


a. Review all Reports of Survey in excess of $200 submitted _ domes tic 
activities, 


bo Review all Reporte of Survey in exeess of $1000 eum otee by activities 
under the control of Senior Representatives. 


co Determine by review that.proper and adequate action has been taken 
by responsible activities. 


d, Take final action as indicated in par 6a, 
9, DUTIES OF SENTOR ROPRESENTATIVES® BOARDS OF SURVIEY 


a> Review all Reports of Survey in excess of +100. 


be Determine by review that proper and adequate action has been taken 
by responsible activities, 


ec. Take final action as indicated in par &: 


10, POLICY Ol PECUNIARY LIABILITY 


95X4 A The Agency policy on uccessing pecuniary liability is lisied below for 
the guidance of Senior Representatives and 


Survey Boards: 


a, Individual Responsibility: When property issued to an individual 
for his express individual use becomes the subjedét of a Report of 
Survey, that individual will show cause why he should not be held liable, 


bo Supérvisary Responsibility: When property for which an individual 
has supervisary responsibility becomes the subject of u Report of Survey, 
liability will not be accessed unless one or more of the following CON 
ditions ere established beyond a reusonable doubt: 


(1) The responsible individual aid willfully cause, or allow to 
be caused, misuse, a abuse, or unlawful disposal 
of Government proper tye 


Beet a J 
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PART IL, ~ SECTLON K = REPORTS 


1o GEVERAL 
a, The Chief, Logistics Office, will initiate, maintain, monitor, and 
control materiel reporting aud reporting systema for the Agency, which 
will enable the Agency to: 
(1) DYetezmine procurement and storage requirements, 
(2) Assign and control the utilizatlon of materiel. 
(3) Determine the current status of steck by locations 


(4) Compute the monetary value of all or any part of the property 
in storage or in use by the Agency. 


(5) Direct the transfer of materiel within or between areas, 


by. Senior Representatives may institute such reports within their 
realms of responsibility as are required in carrying out their missions, 
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27 October 1949 


(Revised) 25X1A 


GENERAL ADMINISTRATIVE INSTRUCTION NO. 


PROCUREMENT AND DISPOSITION OF PROPERIY AND THE MAINTENANCE OF 
PROPERTY RECORDS, INCLUDING EXCHANGE COMMODITIES 


le ae These administrative instructions outline the procedures to be 
followed pertaining to the vrocurement and disposition of property 
and the maintenance of property records, including exchange cormodi- 
ties. 


be The effective date of these instructions will be upon receipt at 
field installations. 


Ze Recissions: 


ae General Administrative Instruction dated 30 July 1947. 
be General Administrative Instruction dated 30 Juiy 1947. 25X1A 
ce General idministrative Instruction dated 27 August 1947. 


de General Administrative Instruction dated 23 October 1947. 


ee General Administrative Instruction dated 27 Jenuary 1948. 


25X1A 
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(3) Badges, seals, and other devices indicating official approval 
or authority. 


(4) Removable fixtures in a rented building, placed therein by the 
organization. 


Expendable Propertye Property in the following categories is 


expendable: 


(1) Articles and supplies consimed with use or requiring frequent 
replacement, such as stationery, fuel, food, brushos, glassware) 
and flashlights. 


(2) Articles normally considered non-expendable acquired for the 
express purpose of incorporation in an article of equipment 
carried as non-expendable. 


om 
CA 
ad 


Articles normally considered non-expendable acquired for testing 
or other purposes which would result in the destruction. 


List of Non-expendable Property. Attached (@xhibit 1) for information 


and guidance is a list of non-expendable property. Whero a nunber of 


articles or materials fall within an easily described group or class, 
the broader term is used and, in some instances, only a few of the 
more important items of a group are listed. Therefore any item not 
specifically named, but clearly falling within a named group or which 
is equal or similar to those named, should also be considered non= 
expendable. When in doubt as to whether an item is expendable or 
non=-expendable, report the items on the Consolidated Property Report 
and final decision will be rendered by headquarters. 


5. FORMS 


Be 


25X1A 


De 


Use of Organization Formse The forms listed in sub-paragraph 5ebe, 


below, are suggested forms that may be used to properly record 
movements of property and to provide posting media for transactions 
affecting the stock record account. Svpplies of these forms are 


Preparation, Execution, and Distribution. The following instructions 
for the preparation, execution, and distribution of these forms are 
goneral in scope, no attempt having been inado to set forth detailed 
explanations rogarding entrios on the forms. The number of copies 
herein required to be prepared is based on the minimum necessary: to 
record transactions in connection with the acquisition and dispcsition 


of property. 


(1) Form No. 36-14, "Stook Control Card" (See Bxhibit 2) = shall be 
used for maintaining a running baiance by item of all 


m 4 om 
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non~expendable property within the jurisdiction of the stetion. 
The reverse or "Accounts Control" side of this form will be 

used for "Memorandum Receipt" issues. Further instructions are 
oullined in paragraph six (G) below. Only one copy of this lorm 
is prepared and it is retained by the station. 


(2) Form No. 36-15, "Voucher Register" (See Exhibit 3) = shall bo 
sed to record by voucner number all transactions posted to a 
stocl record account maintained by the responsible officer. Only 
one copy of this form is prepared and it is retained by the 


station. 


(3) Form No. 36-24, "Property Turn-In or Transfer Slip! (See 
Exhipit 4)- shall be used to record transfer actions in accordance 
with paragraph 6oge, below. 


(4) Form No. 36-16, "Report of Inventory Adjustment" (See Exhibit 5) 


emma SERRA OA LE ee RO A CORRS TNR ERTRENG rene on Sn nana Amy 


Shall bo used for the following purposes: 


(a) To correct stock record accounts when an item has been 
recorded on the wrong comtrol card due to incorrect identi~- 
fication or clerical error. 


(b) When items of non-expendable property are discovered on 
hand at the station which have not been previously picked up 
on the stock record account. 


(c) To record non~expendable items on the stock record account 
that are received with no acquisition docunentse 


(d) To list inventories as described in paragraph 6b., below, 


(e) To report to headquarters serviceable and unserviceable 
surplus property. When this form is used for purposes as 
described in paragrephs 5eb.(4)(a), (b), and (c) above, 
the form will be prepared in 4uplicate by the responsible 
officer. The original will be retained by the station and 
will become a voucher to the stock record account. A copy 
will be forwarded to headquarters with the Consolidated 
Property Report. When this form is used to report service~ 
able and unserviceable surplus property, it will be preparsd 
and distributed in accordance with the section of this 
chapter portaining to Disposition of Property. For listing 
inventories tho form will be prepared and distributed in 
acoordance with paragraph 6abo, belo. 


(5) Form No. 36-18, "Survey Roport"” (See Exhibit 6) - shall be 
used to record the circumstances concerning lost, damaged. 
or destroyed property. The form will be prepared and dis- 
tributed in accordance with the section of this chaptev 


pertaining to Disposition of Property. 
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Shall be used by responsible officers to indicate by item the 
total cains and losses of non-expencdable property which have 
occurred during the quarter. The form will be prepared and 
distributed in accordance with paragraph Gehe, belows 


| (6) Form No. 56-22, "Consolidated Proparty Report" (See Exhibit 7) - 


6. MAINTAINING STOCK RECORD ACCOUNTS 


a. General 


25X1A 


The Responsible Officer, as designated by the Chief will 
be responsible for the maintenance of stock record accountse The 

namo aud rank of the Responsible Officer of must be on 25X1A 
file with headquarters. 


be. Inventories 


(1) Annual Physical Inventorics of non-expendable property will be 
: conducted by all field stations as of the close of each fiscal 
yeor. Inventories must include all non-oxpendable property 
within the jurisdiction of the station, except items which are 
carricd as exchange commodities. Property in the possession of 
individuals will also be listed. If for geographic or other 
reasons, items issued on a momorandum receipt basis cannot be 
physically verificd, the quantity as listed on the M/R will be 
reported. Two copies of the inventory listed on Form 56-16, 
"Report of Inventory Adjustment", or a similar form, signed by 
the Responsible Officer, will be submitted to headquarters 
within thirty (30) days after the end of the fiscel year. One 
copy will be rotoined by the Resvyonsible Officer for his files. 
The copy retained by the Responsible Officor will bo assigned 
tho noxt voucher number and will serve as an Inventory Adjust- 
mowt Voucher. The physical balances on all items will be posted 
to the Stock Rocord Cards. Any shortages between the recorded 
balance and inventory balance will bo justificd immediately by 
the preparetion of a "Survey Roport" to explain the shortagos. 
This "Survey Roport" will not be vouchered, but will be uscd as 
a supporting document to the "Revert of Inventory Adjustment" 
submitted to headquarters. Ovorazes may bo explained by the 
inscrtion of a briof statomont on the "Roport of Inventory 
Ad justmoit." 
(2) Special Inventory. Upon the death, resignation, trausfer, or 
25X1A the disappearance of an employee responsible for property, the 
Chic? [TMM cha21 designate a new Responsible Officer who 
shall immediately prepare an inventory as described in para- 
graph 6Gebe(1) above. 


Co Non-expendable Property Records 


(1) The responsible officer 7 iii” 11 maintain "Steet: 
p will maintain co oe aA 
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Control Vards", Form No. 36-14, by item for all non-expendable 
property within jurisdiction of the station. The front or 

' Stock Control side of this form must reflect at all times tho 
exact quantity of each item within the jurisdiction of the 
stotions 


(2) The responsible individual will utilize Porn No. 36-15 to 
maintain a "Voucher Register" for his stock record secounte 
ach instrument to be posted to the stock record account will be 
recorded in the "Voucher Register", and the voucher number will 
be indicated thereon. Vouchers to a stock rocord account will 
be numbered in a single series commencing with number one (2 ) at 
the beginning of each fiscal year, and will be maintained in 
numerical order. Each voucher number will be prefixed by a 
letter "D" for debit voucher, "6" for credit voucher, and "I" 
for adjustment voucher reports of inventory adjustment and 
survey reportse A separate sequonce of numbors will not be 
used for debit, credit, or adjustment voucherse 


(3) The responsible officer will maintain a pormanent file of signed 
vouchers used as evidence of transactions on his stock rocord 
account. All documents posted to tho stock record account will 
be filed by voucher nuwnber. 


ds Expendable | Property Recordse Those records shall consist of acquisi- 
tion and di disposition memoranda or other rocords showing the numbor or 
quantity, description, and cost if purchased locally, receipting 
officer, and use for which intended, These momoranda may be filed 
without transcript of their corteits to any property recordse 


O- Nemorandun Receipt Issues. Non-expendable property which may be 25X1A 
Issued to individuals under jurisdiction of will be 
issued by the responsible officer under “Memorendum Receipt" basis 
to responsible individuals. A colum indicating "Memorandum Receipt" 
issues will be maintained on the reverse or + Gaounbe Control" side 
of Form No. 36-14, "Memorandum Receipt" _issues and returns do not 


ne nd eae ee ce rt RIO Th ny RA fed al Oe me otf te, 


reflect a ba change i in the responsibility on one responsible o2 officer 


and such transactions will nob be » recorded om she front or "Stock 
pictures bene nnantetotieachahtn ptr aricede recat eR chapbah orton eastinttcshed 
Control” side of Form No. 56-14. 


£ Property Acquisitions. 
> sroporty cquisitions 25X1A 


(1) Immediately upon receipt ry of a non-expendable 


artiole acquired by headquartors shipment, purchase, manufacture, 
or trensfer, the fact that the article has been received shail 
be reported to the responsible officor who shall see that a 
record of the articlo is made without delay on the Stock Record 
25X1A Acoouwtts of The acauisition document 1 sill serve 
as a voucher he debit entry made on the Stock Record 
Account. (If no acquisition document is available, a Form 
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"T sortify that on this date th. sorve Listed property wes 


¥ 
5 4 o (he * . 
disnesod of as Lolloves 


eer an eS A EH AO SE REOERDe? 


A cevy of this decumunt, with supcorting data, will surve 


ag aq eredit te mr rucerds for 4 


ees reo 


so aygy nny deop Tt 
the propertrr. 
avcivore. ole OLTiGes 


re emenee caren same tome crease see 


Date 


deinel of the Property Transior Slip supocrtiad by s copy cf 
the trensportation maniffust and/or ony other documents verifying the 
uransacbion will be usec os a substentinting viuehur to the credit 
entry made on the stock rucord acecunt. Ono copy ef the Property 
Trensfer Slip will be fervarded t> the cousienee if consistent with 
suourity. One copy af the dispess1 document will be forwarded ty 
headquarters with the Cencolidsted Froperty Report. 


he Consolidnted Fronerty Renort 


v 


(1) The responsible officer of WiLL propar. qorarbecly 


- G- 
SoC. RT 
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a "Consolidated Proporty Roport", Form Nos 3622, This report 
will indicate by itom the total peins or losses of non- 

‘ oxpendablo property which have occurred during tho procoding 
quarter. Items whose belances hove not inecroasod or decreased 
will not be included on Porm lio. 3622. 


(2) Form No. 86-22 will bo propared i: triplic~te by tho responsible 
officor at tho ond of onch calendar yonr quarter. Tho original 
and one copy will be forwarded to headquarters by tho 15th of 
tho following month. "Momorandua Rscoipt" issues and returns 
do not reflect a change in the responsibility of tho responsible 
officor and such transactions will not be includod in tho Con- 
solidated Property Report, Roecipts will include property 
transferred from locs.l officors reprosonting other organisza~ 
tions (not to include proporty on loan), local purchase, all 
property turn-ins oxcept "Mcmorandun Recoipts", proporty 
received from this headquarters, otc. All overages accounted 
for on "Reports of Inventory Adjustment” will be classified as 
receipts. Disbursements will include all issues and transfors 
of supplies and equipment except "Memorandum Receipt” issues. 
Shortages accounted for on "Reports of Survey" and "Reports of 
Inventory Adjustment" will also be classifiod as disbursomonts. 


7» AUDITS 


All property accounts maintained by such desivnated rosponsible indi-~ 
viduals are sudject to audit by such persons as may be appointed by 
this headquarters. 


8. PROPERTY CLEARANCE FOR INDIVIDUALS 25X1A 


& Upon separation or transfer from a... individuals must 
obtain a property clearance from the responsible officer. All 


property in the possession of such individuals should be turned in 
to stock prior to departure, and a receint for same will be given 
to the individual by the responsible officer. 


bs Personnel transferring to another installation will not be allowed 
to retain any organizational property unless such property is 


necessary for the og j the journey. If the individual is 
25X1A transferred to the responsible officer will forward 
one copy of the property clearance certificate by the individual 


where feasible, and when this is not feasible by pouch or other 25X1A 
appropriate mail facilities to for the individual 

concerned. One copy of the property clearance certificate will be 

sent by first pouch to this headguarters at the same time the indi- 

vidual is transferred. 


25X1A 
Ce Personnel returned to headquarters from aaa) will not 


be allowed to retain any organizational property unless said property 


- 9 = 
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is ossential for tho completion of the journey. If the individual 
returns to headquarters on TDY or on a permanant change of station 
basis, the responsible officer will forward ons copy of the property 
clourance certificate by the individual where feasible, and when this 
is not foasible by pouch or other nppropriate mail facilities. The 
itoms retained, if any, will be listed on the reverse side of the 
proporty cloarance certificate and will be immediately turned in to 
the appropriate offios upon arrival at this headquarters. Property 
cloarance by this headquarters is necessary before an individucl can 
be officially torminated from this organization or officially trans- 
ferred within tho organization and final salary payment will be with- 
held until such clearance is obtained. 


Prior to separation or transfer of thosce individuals who have boon 
dosignuted responsible officers, tho wlll dosigneate 
& now responsible officor. Prior to tho dopurturo of a responsible 
officor from a station, the successor to tho rosponsiblo officor must 
have completod tho transfor of property responsibilivy to relieve the 
formor respdnsible officer and to accept full responsibility for all 
proporty and property mobterss, This headquarters will bo notifiod. 
limmodiately by pouch upon appointment of a new responsible officer, 


S10 ce 
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PART III 


ae by pceeime 


DISPOSITION OF PROPERTY 


Re tera eee | A SR RORRCR ROR 


The nature and scope of the organization's uctivities require comorcehon- 
sive instructions on the disposition of surplus serviceable and unservice- 
able property. It is the purpose of these instructions to provide detailed 
information regarding procedures affecting the disposition of non- 
expendable property. 


PROPURTIY ULILIZALION 


It is the policy of the organization to obtain maximum use of 211 property 
in its control. Full utilization of organizational proporty is a funda- 
montal responsibility of overy Chicl x but property should not 
be held to supply the needs of corntomplated »rograms or activities unless 
they aro already authorized or in advanced p’aniing stages Chiefs of 
aes: continuously review property in thoir coutrs! to determine 
tnat which is surplus to their needs. Annual and spesial invoiutorios 

will be helpful in accomplishing this purpose. 


DESCRIPTIONS 


It is important that all property roportcd as surplus be adequately 
described as to quantity, make, model, tyoc, ago, condition, location, 
cost (estimated if not knowm) and appraised current value. This will 
expedite handling of all concerned by obvinting the necessity of calling 
on for additionel inforntion. 


COMPETITIVE BIDS 

In order to ebtain a fair return to tho organization ond to protect all 
individuals concerned with property, it is th. policy on salos to receive 
ot loast three (3) competitive bids (svcurity pcorwittins) ond the proporty 


thon to bo sold ta. Iahost bidder. Funds received from sales should 
be talent ‘Inte voc van? shoald de reported ia yor financial 
accoumbting. <A recors ma bids «111 be torvarled to hsrwiqu rters with 
thea applicabls Gonadld dated Proper’ Roport." In ch> event 4 is not 
pracblestle bo obtain three (£) bids a cortiticate explei inin, the imprac- 
ticability of obtaining bids should appear on 2..) espies of the applicable 


crodlt voucher. 


PURCHASE OF ORGANIZATIONAL PROPERTY 
Property offered for sale by the orgenization may be purchased by 
employees only when the sale of such property is based upon competitive 


bids, No purchase may be made, either directly or indirectly, by an 


wie 
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to his stock racerd aecount. <A oan of the "Report of Invontory 
Adjustment" with copies of any other docwients supporting the trans~ 
_ action will be forwarded to headquarters with the applicable "Con- 
solicated Property Report". 


b. No omployee shall appropriate for his own use any article of organi~ 
zotional property thas has been ordered destroyed. 


Saal 


| 8. REPORT OF SURVEY - LOST, DAMAGED, AND D DSStROrED PROPERTY 


Qe General 


Se enmnaend 


(1) It is the volicy of headquarters that at all times some indi- 
vidual will be responsible for the care and safekeeping of 
organizational property. In cases where property is determined 
to be lost, damaged, or destroyed, the responsible individual 
will prepare a "Survey Revort", Form Noe 386-18, in accordance 
with the procedures outlined belo. 


(2) Survey Reports must be initiated by the responsible in@ividual 
within thirty days after discovery that the property is missing, 
damagod, or destroyed. 


be Preparation and Distribution of "Survey Roports" 


(1) Supnlies and equipment lost, damaged, or destroyed will be 
listed on a "Survey Report", Form Fo. 36-18, initiated by the 
Respousible Officer or the individual having direct responsi- 


25X1A bility for the property on memorandum receipt. The chief of the 
Sere will appoint a disinterested individual to 

4 investigate all circumstances and evidence regarding lost, damaged 
or destroyed property, His findings and reoommendations will be 


| included on the revé:se Sidé of ie Survey reporte in casés 
where tue “property being surveyed 15 damaged, the responsible 
officer should also include a recommendation as to disposition 


thet should be made of the sronerty. 


(2) If an individual holds the property on a "Memorandum Receipt" 
basis, an original and two copies of the Form No. 36-18 will 
25X1A be forwarded by hand to the responsible officer, One copy will 
be retained by the responsible of fige ie inal and one 
' _vopy approved or disarproved by the will be 
I5X1A forwarded to headquarters for screening ald rine. action. One 
copy will be returned to indicating the action taken, 
The responsible officer will use this copy, supported by any 
other documents verifving the transaction, as a credit vouchor 
to his stock record account. A copy of the Report of Survey, 
with any other documents supporting the transaction, will be 
sent to headquarters with the Consolidated Property Reports 


(3) If the property is not charged out on memorandum recoipt basis, 
A be 


SH CQ RET 


BIN ae a 


| 
| 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


UTS ER SPEEA EY alot nenndnmanae prem pee ened ae BEES HEND, Se URL bees de Peale haee needing ney naan te ete aaneR ETE 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 
xe a Oe cea ae 
the responsible officer will prepare an original and tio copies 
of a Survovr Report. Those copies will be distributed and 
' procossed in the sane manner as described in paragraph (2) above. 


| 
| 
| 


- 14 = 
SECRET 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


le 


25X1C 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


SHCRET 


PART IV 


EXCHANGE COMMODITIES 


DEFINITION 


Exchange commodities are those items of tochnicsl supply and cduipment, 
office supply and equinment, or consumer goods which by their necossity, 
scarcity, and/or thoir dosirability may bo given to agents or contacts 

in anticipation of or in exchange for services in cases where cash 
payments are inappropriate. This is not to bo construed as including 
thoso itoms which will revert to the cowtrol of the appropricte opervbing 
Offico at a futuro dete, sinco they will bo included in normal property 
accountings as sot forth in Part II. 


USE 


Exchange commocitics arc procurod primarily for purposes as stated in 
paragravh 1, above. They may be used as well for representation by 


7 


individuals who have been authorized to act in a representation capacity 
when there is no other ready metinod of obtaining theme When so diverted 
for representation, they will be accounted for and reported on the form 
"uarterly Inventory and Accounting Report of Exchange Conmodities" in 
the appropriate colum. Approximate monetary value will be considered 
by headquarters as a debit against the representation allowance. General 
policy regarding the use of exchange conmoditics will be laid down for 

by Headquarters. Headquarters will review disbursements in 
detail vhen the "Quarterly Inverrtory and Accounting Report of Exchange 
Commodities" is received. 


PROCUREMSNT SOURCES 


nena eyarenen selene | emeernenat 


we: 


(1) Itoms not procurable as specified in ae and be abovo, will be 
ordored from headquarters by dispatch which will include stato- 
mont of onticipoted use ond justificetion. Such roquests will 

BO Ch sf 


C2 
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DATE DESCRIPTION OF 1ST ITEM TO OR FROM eee 
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PROPERTY TURN-IN OR TRANSFER SLIP 


ACCOUNTABLE OFFICER 


PAGE OF PAGES 
VOUCHER NO. 
ACCOUNTARLE OFFICER 
TURN—IN SLIP NO. 
STOCK NO. NOMENCLATURE REMARKS 


* LEGEND FOR REMARKS: FWT — UNSERVICEABLE, DUE TO FAIR WEAR AND TEAR. SER ~ SERVICEABLE 


TO 


1 CERTIFY that the articles listed herein are turned in under the circumstances Indicated in "REMARKS". 


a a ee 
SIGNATURE (ACCOUNTABLE OFFICER) 


The quantities shown in the "ACTiON" column have been recelved 


———$ $$ ee ee ee PE re 
DATE SIGNATURE (ACCOUNTABLE OFFICER) 


FORM NO. 
Jun 1948 28°24 PREVIOUS EDITIONS MAY BE USED 
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REPORT OF INVENTORY ADJUSTMENTS 


REPORT No. VOUCHER NO, 


RECORDED ADJUSTMENT 
[sree no, No. NOMENCLATURE 
PAE ANGE QUAN. OVER | QUAN. SHORT 


Bb 
I CERTIFY that the above inventory adjustments are necessitated by differences between the balances as recorded on the slock record 
cards and the balances counted on the physical inventory made on 
Authority is requested to reflect the above adjustments on the stock record cards of the named station supply branch. 
DATE APPROVED 
q ACCOUNTABLE OFFICE CHIEF OF SERVICES OR CHIEF OF MISSION OR STATION 
a FORM NO. a. 
OcT t9gg 56-16 
i 
H 


| 
| 
| 
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SURVEY REPORT 


NOTE: SEE INSTRUCTIONS ON REVERSE S!DE 
[LOCATION INSTALLATION 


ACCOUNTABLE OR RESPONSIBLE {tNDIVIDUAL (NAME) 


STOCK (2) TOTAL 
NUMDER DISPOSITION OF ARTICLES QUANTITY cost DISPOSITION 


ry CIRCUMSTANCES (1!tncLUDE NAMES. DATES AND LOCATIONS) 


I, BEING DULY SWORN,.DEPOSES AND SAYS,THAT THE ARTICLES 
Sra 
OF PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST.DAMAGED,OR DESTROYED WHILE IN 
! 


THE PUBLIC SERVICE,THE CIRCUMSTANCES BEING AS FOLLOWS:. 


eee 
; : SIGNATURE(AFFIANT) 


SUBSCRIBED AND SWORN TO BEFORE ME THIS. DAY Oa re ee 
AT 
—_ 


SIGNATURE (NOTARY PUBLIG OR SUMMARY CoURT) 
PROPERTY SURVEY BOARD, FINANCE DIVISION, 
APPROVED 


SIGNATURE (CHAIRMAN) SIGNATURE (CHIEF) 


FORM NO. 
JAN. 194Q20778 


| 
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(5) FINDINGS 


TO AND 


t HAVE PERSONALLY INVESTIGATED ALL AVAILABLE EVIDENCE AS SHOWN IN EXHIBITS 
'T 1S MY BELIEF THAT THE ARTICLES LISTED HEREON ANO/OR ON ATTACHED SHEETS,TOTAL COST 


SIGNATURE( INVESTIGATING OFFICER) 


(6) CERTIFICATION (PROPERTY ACCOUNTABLE OFFICER! 


1 CERTIFY THAT THE ITEMS LISTED HEREON AND/OR ON ATTACHED SHEETS APPEAR ON MY STOCK RECORD ACCOUNT 
AND WERE ISSUED ON M/RK TO RESPONSIBLE PERSON INITIATING THIS SURVEY. 


SIGNATURE (ACCOUNTABLE OFFICER) 
ed ee ed 
(7) RECOMMENDATION (CHIEF OF INSTALLATION - OVERSEAS) 


INVESTIGATION OF ALL AVAILABLE EVIDENCE (DOES OR DOES NOT) SUBSTANTIATE THE FINDINGS OF THE 
INVESTIGATING OFFICER. 


SIGNATURE(CHIEF OF INSTALLATION) 
RECOMMENDATION (PROPERTY CONTROL SECTION, 


SIGNATURE (CHIEF) 
INSTRUCTIONS 


“YRRECT NOMENCLATURE 

-.. T TO BE INSERTED 8Y PROPERTY CONTROL SECTION, 
‘ sTE WHETHER ARTICLES WERE LOST, DAMAGED, STOLEN,ETC. P | 
4.h CONCISE STATEMENT BY RESPONSIBLE PERSON INITIATING SURVEY INCLUDING NAMES ,DATES,LOCATIONS,TO WHOM LOSS RE- 

PORTED,ETC. SWORN STATEMENTS SHOULD BE OBTAINED FROM WITNESSES WHENEVER POSSIBLE TO GE ATTACHED TO EXHIBITS. 
S.REPORT AND RECOMMENDATION OF INDIVIDUAL MAKING ON THE SCENE INVESTIGATION OF LOSS ,DAMAGE OR DESTRUCTION, | 
6.TO BE COMPLETED ONLY WHEN PROPERTY WAS !SSUED ON MEMORANDUM RECEIPT BASIS, i 
7,SHOULD CHIEF OF INSTALLATION DISAGREE WITH FINDINGS OF INVESTIGATING OFFICER,STATE REASON AND ACTION \ 

RECOMMENDED. ‘ 

MOTE: IF SPACE 1S INADEQUATE, ANOTHER SHEET MAY BE USED MAKING REFERENCE IN THE SPACE PROVIDED AS FOLLOWS: (SEE 


ATTACHED SHEET MARKED ATTACHMENT ) | 
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Tho purpose of thle manual ie to ostablioh throughout the 
Agenay % uniform sygtom for procurement and supply matters 
by predoribing standardised proacdurns for the requisition, 
purcimge, receipt, storage, stogk control, igmae, ghiypment, 
diaposa and identifieation of ant asoqunting for supplies 
of the Contras Intelitgence Agenay, 


The procedurag presoribed herein become offeative upon publi~ 
eation, Ho deviations or exoaptions will be permitted except 
by apecifle dirzetion of the Deputy Director (Adminietration). 


So far as practisable, ali adwinintrative vapwiationg for 
procupamwnt and supply matters, shethor overt or covert In 
chamacter, which aw more or lems permanent in application 
art whieh are issued or are to be iewued by authority of Deputy 
Dirsotor (Adminletration), will bu contained within thig wae 2 


aubeqiant, ahangoa in Agensy policy and direetion reflected by 


sjidninistrative isquanees will be reflected by changea, addie 


tiene or deletions to thie manual, 


feed Roviad one 


Ageney getivitios wil} aubait proposed agandaente or revigions 


_ through shanneis to the Chtef, Procurement and Supply Offtee. 


Proposed auentmanta or revieions will be reviewed and » where 
publication is deemed approprists, trangedtted to the beputy 
Director {adminiatration) for review and subsequent pubileation. 
if pavision or amendment Le sonaddersd imadvingble, orlelunting 
component will be advised of regson therefore, 


fhe Agenoy shall use that method of proquremant most adventa~ 
geour to the Goveroment, availability, prices, quality, sovurity 
and other factors considered, Vouchered funds sball be ene 
ployed wheraver practicable. 


Prosureaent will ve offeated in accordame with Armed Servlocs 
Procurement Regulations (4.S,P.8.) Section II, Seetion 3, which 
ero included where applicable, Publis law 110, Blet OUTINGS 
other Congregeional lew as amacted, arsed be governed by rania} 
tions contained within this many, 
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Ro. 4 ig Miled up, @ second eard wild be used and abl eyelet 
Values till be traneferped te ft fran aped No. 1, Sard 
No. 2 wil be Piled. Gerd mumbese grevide a acoventant 
wothod af madnteaiaing trancectionmas fn Keghinee Cog cae aw 
OM Guat. 


{t) spataiietion: The munker or symbol of che inetalletion 
where the reoord te being madiatedined. 


{e) Romeseletura; Vhw igaiey authorised orlet Seaerission 


ok tau gpaciiig dian, domly tim main noua ceseription with. 
model, dae or lolividual tdentifiestiogs. Im addétton, other 


Paqulzed fouorigt lve tata wogadred fost ayeywdiong idamhdti« 
ehiion gre wed. (Sue art LTy section ©} 


(a) ES 
Oo the itea by the Cutalog Braath, 


(cs) Unit of Hemme: The unit by which the items ere pur- 
chased ani/or requigitionad and divtrituted, ‘fhe combtustdon 
of nomencleluce, wtogk muaber and unit of aueaure poovider the 
eetplete authorised tdenbifigation of ay ise. 
Lal 3 w 
a ar 
edb LE 
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and skipping time ta the time olapeiag betaoen intsiation of 
PeOCUPHAHT OM Hoon rupleniahwent eetion and weomiet of 


| 
| (f) jggd ‘ime ie Daye: The procwement lead time end order 
watatol rowulhing from auch actler. 


{c) Bender? Pach: The quantity normally pached inn 
pROhaLO or other cantatnor, 
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When corregtion of an error involves & balanes column and the 
incorrect balases column extry has moh been brought into mgreement 
with quantitios actumiiy on hand by fnvestexy o other muthertand 
eijustwent, abbrevialton “Cerr™ wll be antannd on en avaliable blank | 
apace on ihe Line tn whlek the error ty toumd amd a corresting attry, 
under original wear seaher, wl by mada on tha went avaligble 
Line, The cormarting entry wiki be the amount by whitekh the telare 
eolhumt waa ineoyewidy peeted. Tila entey will tee meade Im the debit 
volun Lf the halanes colin must be incressed aut in a eredit aclu 
if the balance colum mut be decreased, I all caves, the orletaat 
wougher males sol date will ba satered on the aame line an the 
gorzegbing entyy, The abbreviation "Seer" will be entered on an 
avaliable semen on the Line of the corregrbian, 


k, Corrections Requiring Changos fn S/R Cotusr 


 Rewowa dn poetiog memorandum recolet vouchers will be corrested 
as for may other errors, 


Tony Vougher Hager 


Yhew ah omer is discoversd in porting a voucher number, the 
Erinn omtry will be Lined out and the earraet antey sumie lemeo 
diately shove the ineorrect posting, fo the seme apace or box ff posed 
ble, othemrlga between the exromenus outyy and the preening entry 
in the same colum. Tf ineutfielemt suaes, enter on next avatlable 
ding te for other doors. | , 


m. Youshers But vated 


When B Yousher has been discovered whick hes not been posted, 
eppropriain ontrios will be meade on the utock record eerie an secon 
ea thr exvor in discoverai., However, tf an inventory adjustaent resort 
has been pacted so as to adjJuct the helanre on hen of en ites 
afvegted, no posting of such vouchers will be wada other that entry 
in the "Date" and “Vousher Ne." eclume, Balances will net he 
chaugel, they wili be brought dewt and the note “aaktted” entered 
in a Dlank space on the Lina wed for the cormeetion, Nobacion 
expiaiaing felluce ta post tha wouther will be placed on the 
vioher together with the date entry was made on the canis. 


fare Wed. 


Whee an entry ben been made ta the wrong stock rocord cant, ohe 
eisustnont will te made ae follow: 
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Ef the anitiewiloas computation of the reglatlelment foesia 
results ing plug grout, bhic will represanth the quanti i at 
| “tea whieh da in oxcese of tha deguletiiemine geetive, e 
mymbol will be need to denote an exeges aaount, Lnseemoh as 
fiigsre either a qualifylor eeeted te uerstond te js g 
positive (nine) ancunt, 
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25X1A 


ge Steck levels itn WAIL be determinad by the Santay 
Representative in colipboatiuon wlth the hier, Procurement ard 
Suppay Oniitee, 


7. Yeuchery 


&, All papers reaubting fron a receipt oy isnue of matertet and 
Supporting cuisctow to the atoddk PeCowds ara voUhwrs, 


db. 421 voushors wild be numbered aoumenubively, come«caing with the 
mrmgbar 8" pe the bopiuakog of the Sieeel ywar (gury 1) or upon 

| Opening an gecount, and ecntining in one series of mmbern until 
the emi of the flee] year, reyandieos of change cf Accountable 
Officers, Vouchers will be further identified by ouffixing the last 
two digite of the fiscal year to the vousher number, but separated 
therefron by a dash, For ayatiple, IwS3 vould be seated the tirat 
voucher in fiscal year 1953, 


GC. All active vouchers will be flied for Kibsequent ingpestion or 
audit. The voucher fie will contain, im addition to the vouchers, 
&il related papers to propurty transactions and Will be mainte tuned 
in voucher number sequence, 


a, Vouohers that have fulftited thety norm operating funations, 
both ag sourees of factunt information and reporting data, wili be 
disposed of in seaurdanae with the Otay Boers Di somes) Setedu: 


(ed 


¢, Cancelled yougher numbers willl not be mbsaigned and the voucher 
Will bear @ sertification as to the Ghune for cancelation, Such 
sertifteations wilt be etemed by the decountable Offiesr, The aporo- 
pefate Mins in the vouche: register and the voucher will be atanpad 
‘eancelied”. If the voucher hag beon previously posted, the porting 
wild be corrected on the stoak Peco cards to indteate oincellation, 
The voucher will be £2lea in the voueker Pile te support postings, 


& The vousher reglater is the key to the stosk record accounts and 
serves. ac the tasic doqumentary record of the srone vy transactions 
5 of the Accountable Ofrieor, Tt bears the same relation to the stock 
record aecaints as a journal bears to a houkkeaping ledger, 


b. Faoh Accountable Officer wilt Maintain only one vousher reglater, 


whieh shall be for the conbined Purposes of recording vouchers, 
asoigning voucher rmumbers and sontrolling fo) « 


= 13m 


Faded gy pon 
uf: meECRE 1 
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6-15 
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Security Information 
a, The voucher rogieter will be maimteadsed on Form Mo, Feld, 
VYouchbrr Regleter, aad ohwlh aurtaln the foltoalay tafewmetdeny 
(1) Voucher numbar 
{2) Date 
(3) Deseription of fhert thas 


{4) To or fwer 


fi, Dleposai of Inactive voushar regiotora will take place a: 
an audit aml wild te tn aneordance with the Ag enone Th 


‘° 


fter an 


2 Ve RR RES A 


a, All onimance Itene wild be accounted for by Ltem, quantity and 
gerial mumbo, The sexlal munbors will be chow: on or furnlahed with 
bli Gommentu aflaghing logue, transfer or reselet of those articles, 
Accountable OFfLesry will miinteln aa index record ef all such ttend 
by serial nugtar, Lach tien on the index 121 show the vouchers on 
which the {tem wac recelved, the location of the item, t.¢., Sin 
oteck", when and ta whon desued, and when retumied to etock. Scmtal 
aumkes raounlg of awlvines Then shipped wil be retained and placed 
on {lle for future referee, Defors packing ordnance ftems for ship- 
moms or atorage, the serial mumbere will be eateloged ina packing 
Met. The orlginal of thig Ties will. bo piaerd under the container 
ami the duplieste: incerted in a exterpreat oavrslope witch with be 
sesuraly affixed to she oebstde of the contataer, 


b. Ordnance Dene of aquipweat containing a mmber of component 

djeme wilt be maintained ag somlotea, if gaseible, and will be obertad 

on the proparhy aocount ag acmplate, If this fa topractiaabic, it 

wiki be carried ao “incomplete” and so nohed on the atcek recorda, 

ta aither cage an iiemlaed lst of the component parte required for 

ami ingluded in the get will be furalahed the vasponrible individesl 

pa lego, and & oopy of the List will be oiniained? by the Ancountable 
ioer, 


a, dditowsilys vehicles are al) pleces of equipment ahich are powered 
by & self-contained powrar unit, 


aaa vehieles to whieh the Jaited States Gorerment holds 
at 
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(i) In addition to maintadeing regular otosk record casds for 
cheh model, uke und type of autenmotive vehiele, an Individual 

_ dusomotive Vehiele Racor will ty maintained by the Accountable 
wdiieer for ach guparate vehiolo., Thie record will contain the: 
mike, model, type, chassia musber, original coat, date of pur~ 
chage, aotor maumber and the name of the individual responsible 
too tho velhicic, and a Met of the acavssorler attechal to the 
CAMs 


(2) if accountablilsy for the vehicle fa traneforrad, ths 
Autoutotive Vohiele React wlll be forwanted te the avpropriate 
Ascountable O'ticer with the inveiee, In the vont thle reoord 
io lost, the Chics, Proouramant and Supply Ofitien, #11) be se 
novisted and will produge for the Accountable Officer a duplicate 
yegord, 


(3) Whes the mohor on a vehtole fa replaced, the record will be 
aoeyeted acaordingiy, and tho vbial, Procurement and Supply 
Wfiec, wilted af tho ohango, The old sober whit be dimponed 
of du aceordance with agmwyy dieposal roguiationg contained 
hovel. 


{4) Aacesooriea ouch ag chatna, tires, tubes, heaters, fire 
ENGI nshere, Gees, when dosdpaed to a moter vablale as addle 
tional egquipnsdt, ara sonsiderdd to be au integral gert ef such 
gonlole, ani are to be catered on the Automotive Vehiole Record, 


GS, Gowernnont ovnad artemotive venivies to which en individual or 
opgenicgtion holds $26.62 25X1C 


The Chie!, Preenusemen$ and Sangli Offtee, ahead account for 
all Govyernacnt caned mutouyiive vehicles, steuph those apeci Mealy 


« TF « 
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PART ICT SUPPLY, SUOUTON G, Ctock Catalog 


Aub conliy 


The Cider, wrogwesaut and Supply otites, or nie authowLsed dalegited, 


Will be responsible for the devedioprernt ar. naintendace OF an Aginey Sugyly 
Catalog in secordmame wht Public laws 152 and 754, Hist congress, and such 
Governuental Directives se have been or may be iosued, 


ae 


Be 


Mlasion 
Tneluded in tue above responsibilities are: 


a. The convareios of data pertaining to items of supply inte nan aod 
descriptions sultuble for use in they Agency Eupply Catalog. 


be (Foe mmlotenanee of auch Liadeoo wlth Governmental Agencies und 
commerical firms essential to the deveiopaent and maintenanen of Asueney 
Supply Cataloge. 


e. Tue developuent of a stock clagatfication eyaton usin, when ayeadi- 
eble, tan numes, desorlption patterns, and item descriptions preseribed 
by ianktionz Board Cvtalog Agency (MBCA) and Anertenn-Hritie): Supply 
Classification (sBsc). . 


d. The maintenance of sucht records and Stotistice es may be nevessury 
for the accomplishment of the above and for such inforumtionad uses ag 
are required. 


Pulicy 


& Agency Catalogs and revistona thereto will be tne Sule avurce of 
property classification for such items as are contained therein. 


b. Ali organizational components of the Agency wilh use the Supply 
Catalog to enowre the uee of correct atock owohers and Aesertpiiona in 
preparing requisitions. 


Ge ALL property wlll be identified with a steak wumber ard proper 
description, walch will be ssadgned tnaofar as posaioie in conformance 
with procedures established by MBCA, by the Catalog Branch, Pupply 
Divieion. 
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PART LIT WUPPLY, SUCTION C, Steck Catalog 


Autoorlty 


Toe Cider, vageureneact and Gapply Offlea, or nin authorised dalegntes, 


WLLL be responsible for the developsent and maintenance of an Agency Supply 
Catalos in accordance wits Public Laws 192 and 754, Siet conuress, wad such 
Governnentad Directives ag have been or may be issued. 


yi 


he 


iteadon 
Ineluded in tue abyve responelbiitbies are: 


te =The conversion of datm pertaining to Lteme of supply into naned and 
descriptions aultiuble for use in the Agency Gupply Catalog. 


b Ze malotenanes of auch liaisen with Governmental Agencies and. 
oumerical firmus essential to the developuent and maintenance of Agency 
Supply Catalogs. 


c. Tue developnent of a stack clussification system using, ween ayadi~ 
able, iven nouea, desoriptilon putterns, and item deseriptions presertbed 
by Wanitions Board Catalog Agency (MBCA) and American-Sritie: Supply 
Clnasifieation (ABsc). 


ad. Zhe miintesance of such records and statistics as muy be nevesaary 
for the secomplisimant of the above and for such infornntional uees ag 
are required. 


Pubicy 
& Agency Catalogs and revistona thereto will be the sulle acurce of 
property classifieation for such itecs as are contained therein. 


be Ali organivatione. componests of the Agency will use the Supply 
Cataiog to ensure the use of correct stock ounhbers and descriptions in 
preporing requisitions. 


c.» All property wlll be identified with a stock mumber and proper 
description, walch will be avelgned insofar se possible in couformance 
witha prececures established by MBCA, by the Catalog Brands, Supply 
Division. 
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he Property Classifications 


a Definition The systematic grouping of rolated items into 
classes and subeclasses in a logical sequence to facilitate their 
supply and reporting. 


be 


Ce 


Classification of new or non-cataloged itema of Agency prow 
party will be established by Chief, Supply Divielon, Procurement 
ani Supply Offiee. 


Property will be grouped as follows: 


oe on ne 


Class 


(2) Group 


Class 


(3) Group 


Class 


10. 
12. 
136 
It « 
i. 
is. 
16, 
L7- 


Weapons (offensive and defensive) 
Fire control equipment 
dummnition and explosives 


Tranpportation (neludes fuel and lubrication) 


Combat vehicles 

Aiveraft: and airfrane structural components 
Airoraft components and accossories 
Adroraft leunching, landing and eromd handling 
equipnent 

Ships 

Ship and merLne oqzipment 

Kellway equipment | 

Motor vehicles, trailers and cycles 
Tractors 

Vehicular equipnent components 

Tires and tubes 

ingines, tawbines, and components 

iMpine accessories 
Maintenance and Repair Shop equipment 
Fuele, lubricants ond petroleun waxes 


IIl = Machinery, Tools, Instruments and Machine Parts 


end Supplies (other than transportation) 


Nechanical power transmission equipment 
Bearings 

Primary and secondary metal working machinery 
Machine tools and equipment 
Woodworking machinery and equipaent 
Service and trade machinery 

Special industry machinery 
Agm-cultural machinery and equipment 
Materials handling equipmant 

Rope, cable, ohainy and fittings 

Fire fighting equipment 

Pumps and compressors 


= 2 Cerny 
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GLa uN? e 


Croup TY 


Class 30. 


Clase 55. 


Group VI # 


Class 65. 


Group VitT~ 


Clase 6. 
&9. 


Security Information 


Fino, tubing, hose and fittings 
Valves 

liand tools 

Production gauges 

Hardware and abrasives 

Ineatruments and Laboratory equipment 


“apineer 


Construction, mining and excavating machinery 
Refrigeration and air conditloning equipment 
Furnace and gtoan plant equipment 

Plumbing, heating and sanitation equipment 

Water purificetion aml sawage troatment equipment 
Prefabricated atructures and scaffolding 

Lumber, sidiwork, plywood and veneer 
Construction and Dullding materials 

Metel bars, sheets and shapes 

Wes, minerals and their primary products 


Communication (includes photographic equipment) 


cormuni cation coxinmont 

wLactyleal and clectrandie cquilpmant components 
ioctric wira and power and distrilation equimnent 
Lighting fixtures and lLanps 

Alarm and signal equipment 

Photogravhie equipment 


Medical 


Medical, Surrieal, Dental, Yoonital and Spticians 
equipment aml supplies 


fmartermaster (reneral supplics) 


Chemloal ond chenloal products 

Training aide and devices 

Purmiture 

Household and commercial furnishings and appliences 
Tableware, kitchen and galley equipment 

Office machines 

OfMcs supplies 

Books, maps, end other publications 

Musical instruments, phonographe, and home type 
radios 

Recreational end athictic equipment 

Cleaning equipment and supplies 

Paints, brushes, sealors, and adhesives 
Containsra and packaring materials 

Textiles, leather, and furs 

Clothing and individual aquipmont 

Tojloteles 


See or 
ti SECRET 
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Cig 27. Agmicultureal suppltes 

G4, Live antmals 
J fubsigtonae 
93. Nonemeteliic fabricated meteriel 
Wh, Ton-metallic avude materiel] 
OY). ieneliancous 


f 

lj 

we 
as 

1 

| 
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5. Deseription 


&. Degerlption te aa estublieied word or group of words arranged in 
propor gaquence to degermlue Soliv a apectiiie ten. ‘Che bale noun nome 
Wilk appears Tollowed by aufficient adjectives in the order of their 
emportaice to clearly identify the iten. 


(2) Utundard Deseription is that description astablished by BCA. 
Tois may be 2 general description to caver « group of like lteus, or 
A specivie desemiption te caver ¢ alngle Loem. ‘“Soenever there da 
suftielent divference in the cbaracterlatics of items lo necesettete 
geparetion in stock, toey wil be progessed for saclenment of dia~ 
tinotive atendard desuriptiona, subject to the following epecifle ax- 
eeytiansy aval proavietons: 


% 


(a) Different sskes and models by different acomufacturere of a 
ghese of iter will not be soneretely ddentitied tn standard 
degeritption action woen procured on perfomance remalrenents or 
Percormance specifications, but will be processed together. 
iawever, they will be processed under separate stamieard deserip- 
tleus if offlelally standardised by make and model. 


(>) Different sivee of tie some basie item will not be 
gaparately identified in the standard deseriysion weere there ie. 
an @agteblioned size sehedule. Pifferent elres will be covered 
by seperate dencripiion, wiless otherwise excopted. 


(c) Separation Ln stock for aduinletrative reasons, aot due to 
differences in characteristics of the ltews, mast be identified 
by seperate standard deseriptions. 


(2) Catalog Deseription ia timt depexiption contained in Supply 
Catalogs as determined by the chief, Supply Divislon, Grocureient and 
Supply Office. Thia la the deseripétun under whieh the individual 
items exe procured, controlled, stoxed, iseuad, and sccousted for, 
Catalog deseriptiongs will be Laentical with standard deserlptions toa 
toe extent that the latter are defined. Any supplemental identifi- 
cation will be by addition of edjectives at the end of the standard 
description to further identify the item without cnenve in the baste 
stundard description terminology ox wording. 


-_ k med 
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ocurity Infermation 


b. The Chie’, Procurenont ant Supply offLee, le responsible for co~ 
ordinating the auaignment of catelog deseriptions with MBCA, and for 
coordination within the Agency on tte recommendationa for standard 
desoriptions. 


G. Won neceseary for tua purpose of Identifivuntion of speolal iteme 
deing developed by organizational components, temporary denoriptions aay 
be used without prior approval of Cole?, Orocuramant and Supply office, 
uctil iten lo reguigitioned. 


Stock Mumberm 


ti Delinition: A stock number conviate of a Cammulity Classification 
cite Riviber and an identifteation sumber agatened to a apeeifie Lten to 
ensure positive Identification. 


(1) The Commodity Claasification Code wlll be the Amertean-Britis) 
Classification as developed by the MBCA. This eadm wlil be a four 
digit nunber giving the major sroup and sub-groups of each commodity 
GMOUpL TT 


Example: 4420 Qse firet two digits designate the major group 
of stem bollers, with the last two digits desigating the sub- 
grouping of steam bodlexs over 15 pounds WSR. 


(2) The identification number wlll be 2 seven Gigit non-significant 
uunber. Pole number will appear as two sroups, with the Pret three 
dighta separated from the last four digita by «© hyphen. 


Ryample: Le3-h567 
o. Asslagument of Cbock Suubers 


(2) Tse Comaedity Minseification Code Nusher will be nseigned ta 
each item of auppiy. 


(2) se Pederet. Item identification Number (FIIN) will be agsigned 
whenever available. 


(3) When FIIN 15 uot avelleble, « temporary seven digit nan- 
aignificant iten identification nunber will be sasiqned. Thies 
temporery nunber will be replaced by a permanent PIIN when available. 
Tce temporary nugber will be ageigned in numerical sequence, starting 
from 600-0002, and will not excmed 009-%999, 


(4) A stock number once assigned to a atock itea will not be 
reaosigned. 


ce. Utilisation of Stock Numbers: Use of the assigned etoxk nusbere will 
be mandatory by the operating offices. | 
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ry faadh stock 


ten Léen Taare crore 
wt ea 
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woe 2n wutebhishing ih 
abo. ais prepara got oubetid¢ubion of 4 
cemtiing dete pertetnins therete dna Pome wba 
wee foo. a@iaply oporetiond. 


VERE cate Satin wh he aes ¢ 


Janes: dy 
yemiboriog, dnedadian the 

scene wh en a beers, cond teks 
gars thet a “the 

tans, nh ae aiing och yare- 

b Te undacactanieble soul 


te Palber 
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penn Site See is 


Port 


hie aye PY ey 
eo. a . Rims sa * Ey a 
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e (ey) ey 


Pine whack masher composed of 
Lok dot Sakparts it eats ste fs eile ny 


£5}. 


Seba raver ave whi be tate 
Receyad, oye 


aserct Mader. Toe Whee ear 


Reders, Soda and the tompoamey 
44) tolame neces Geen y 
denvtiftwirs @ apeckfic Jie. 
fen wha be the 
2 ita waked 


Gi} Golam mind iad 
mo tabliaced 


‘peoaod Foard. as eft 
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tentification. 


avi headibress ga Dolduawe : 


Yhhe course 
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LAF" column number okgnt will indicate the source of purzhase 
with identifying nunbere when avallabie, 


i 1 

" G. Dissemination: Agency Supply Cataloge will be diseeminated on 

| a need-to-lnow basis as determined by Chief, Procurement and Supply 
Office, Organivationg] componente wild requisition eataloga through 
regular Supply channels in sufficient copies ta ensure maxima of td 
clency of supply operationr, . 


Supplements: Revisions or additians to the catalog will be made 
ty meang of supplements and digseninated automtioally, 


New Cetelors: New cata loge will be printed as deemed essential 
by ts Ghief, Supply Divieion, and will supercede all previous publi- 
vations. 


wen 
(a SECRET 
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PANT TTT, SUPPLY, SECTION 2, dtachine Accounting Procedurse 


Note Thie section reserved for machine 
acnountine procedarda in the proces 
OM develonmants. Tha Procuranent amd 
Supply Offies gill determina the out 
aff peink bebwoen mando and machine 
mathoria af mtorr aeacountior. 
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(3) Signatura of Aggountable Officer 
{4) Signatory of appravlag offteer 

(3) Requisition number (See Section E, payagraph h) 

(6) Date 

(7) Amcount number 

(8) Aecount ant/or project chargeable 

(9) Page munber and total mumber of pages of reqaieltian 
(10) Item munbers Lated commeoutively on requietéion 
(12) Ageney atagk samber will be aged wherewor available. 


(22) ten demoription owlSiedent to completely identify material 
ragueated und wnulacturer’s stock munber when available, or on 
MUGLER itene, somplete epenifiestiona inoludiag component parte, 
(33) weantaty 

(14) Uratt of feaue 


(15) Unit price to be filled in by Stok Control Unit of oupp Ly 
CARE a 

(16) Deadhine date 

(27) Speeial poking o» shipping instouctions, tf raguired, will 
bs onbered following item Listings in the axvca provided for item 
deseription. 

(18) Sortifteste of yeoaipt 


qd, och major commodity grouping will be aubmitted on a separate 
requisition (See Seotion ¢, paragraph 40), 


e, Heacquartara requisitions for the following sateriel shall have 
the appre of the offf{elale as infieated or their authorised datoo 
tater, 


(2) Glass "A" furniture « Chief, Prosuremunt and Supply Off tos 


(2) Ordnance supplies and equipment = Chief, Procurement and 
Supply Offiee, 
Yor itoms sitlived within the departmental area, 
approval of the Sceurity Officer, CIA, will be obtained, 
“a= 


, SECRET 
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SUN ASI REQUISITION FOR SUPPLIES, EQUIP. OR SERVICES 
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Instructions: Refer to Adm. Order #, 


ee re Req’n. No ae te a 
GiRURCE OF SUPPLY, oo . 
A A ee te aaa eae eanetenee eee LL AS TLS IE OT, Se ey AN Os ED he SRS SE Henrie 
DELIVER TO; : CU tics eases tvecvp acre satspoucchiciouss 
PEGG -cincroacen OF seccsnctincats . Pages 
; Acc't 
No OPO. er sind eeeheeuta insu 
006000 09 Ob4005 pr ceeeses, OOS OOOO CaO bESOet ar eontenereoooeess: OOOSE SH NEEELDS Davo oEEOE OOTY 14, FE POND ewe re nee ta reereeteeneeneee seat eenen seeeooeDe nas rOnOne ns eDeS ben Daren EOD LCEPOEDOnOROSeONED EHeDeREOS ODORS mee ew wee & ae 3 z eee 
{Signature of Acct, Officer) | : Acct. Charge | Project Chg. 


l \ 


ae wen bayer hats hed a5 Ns a eet ieee heed geeees 


RECEIPT: | Certify 1 that the quantities of items “and/or services itemized below ha hove Gon received in serviceable condi- 
tion except as otherwise indicated: 


ele Le rt reirie ereitt ire ter reer ree) 


(Dote) - (Signature of Recipient) 


4 
STOCK NO. NOMENCLATURE quantity! “Sue | pick | AMOUNT 
: ! ] 


rt seen | newer ne 


' 
seeamenmmned ———n 
4 
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pn far ve cn abhvennnsmenane | 
A ; : 
nr] 
cod 
i ; 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


RE = 7 . ; : icciea Oo. 3 : 
SUI APSrveS FERRE BLN CREE ER ocpcoszoosa: —__| 
AGK or Paces 
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A heme cemrns inate on saat 


FORM NO. 26-70 
- MAR. 1085 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


4e 


Approved For Release 2001/03/38,F CfA-RDP81 -00728R000100130012-7 


Xeeurity Information 
(3) Survotilanes aquipaent - Chief, Technica) Servieus Stacr 


(4) Commnioations eupplies ant equipnent « Aamistant blreotor 
(Commamiioa tions} 


(5) Modleal swpplded and equlient « Chiat, Medien) Start 
(6) Reproduction wpeipaant « Chie’, Adminilotrative Services 


(7) Business oquipment and machines (whioh have not been prom 
Vienaly ayproved for goneral agency wee) ~ Chiet, Organisation 
ami Retiede Jorvies 


f, where poagible requisitions will be prepared on Agency Form 

No, Bei23, to provide a magtor dibte, dad a carbon aopy will be ; 

retained for josg) adainiatration, yee. a pk cheek 2 ru cast Beirne 8 es oie t, 
* ete had wet th 

&, Ganocllation « All requiatitioning offleers will perlodiaally 

review cutetanding requieltioag to enaure conkloind Justification 

for requested item, Those iteaa for whieh thare is no longer walid 

requiromante wlll be oanaelled by notification te supply sources and 

wiki bo properly idontifiied for canseliatien action, 


h, Nawboring - 422 requigttiona will ba mumbered aGminutively, 
commencing with the number “U" at the taginning af the Piseul Year 25x1/ 
and will sontinue without break until the and of the Piseal Yoar, 
For further idewhlfloasion the Offles and Bivision, tarchouse 

oe other unit identification will presale the requisition number, 
followed by a dash, Thr last two divite of the Fiscal Yar wlll be 
suffined to the raguisition munber but separated therefrom by a dagh, 


Soar hes 
AS TSS are, .  Pamoas Year 


Division | ~  - RO/RE + i=93 


, Reguieition. suaber 
‘in sequence} 


2, Back ordera ~ dcamuntable Offieurs will porlodiostly review itene 
on took omler oo that requewtors will be daformad of ourment etatus, 
itaag cn beek onler for which regilremente have ecanad wlll be cane 
oollead by notification of the requewting official, 


°:, Requemts for esearch ani Gevelopsent materiel will be oubattted 
oa @ regular requisition for supplies and oquipaent which shall bear, 
in addition to the normai information, the Ruscarch and has regen 
member, In no cage will such requigitiona be acbaitted until {+ hes 
bowm aavertained from the Teghnioca) Services Stal’ that such materte) 
is applicable and availability hea been indicated to Reavarch ant 
Developaant Advisory Board. SECRET 

be) Lea 


eegrigginformation 
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3 dabtomotiye Wehiel sat 


& Requisitions for automotive vehtales shall contain, in addition 
to the aomnal information: 


(1) The type of vehisle ragudred, ite model and/or eapmolty, 


25X1A (2) The Bc: project to which the vehicle ta to be 
charged, 
(3) Spostal aecogeory equipeent required. 
(4) A statement @o to whether the vehicios are in addition to 
or replacements of other vebiolea, (If replacements, the type, 
motel, anging gavial mambo, and dlepomition aethed and authority 
ghall be included, ) 
7 (5) Tho authority and/ox approval for vehieles, 
(6) The date vehicle ta required, 
(7) The account or projact to which the coat is to be charged. 


(8) Possible aubstitutions (three tf possible), Maeted in order 
a? profarende, 


b. Hequisitions for automotive vehieles which ere to be titled to 
an individual will contain, im addition to the above iafarmtion: 


— 25X1A 


F pe f, m 
j Gato ign atin ig ia 
f he ~€ it 4 
” ok wa Le 8 
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8. 


Executive type furnishings way bo requisitioned far tu: use of? 


&, Aggistant Direstors, Office Heads and their iumadiate staffa, 


grade GS-15 ar above, 


b, Secretarial ataffa aupporting esployess within the above cate. 
2 


Subaigaion: 


accountable Offisers will conmolidate requirasents for requiaitions 
Crow sources within their Juriediotion ag follewat 


ane 
—SECK&: 
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25X1A 


he |e om Yeo Dopaatuerie) Uoadquar tere 


| b, Within Gepartoontad Headquarters Cron organieation COporrnt 
te Ghfef, Preeureaent ant Supply OfMiec, 


. 


9 Jamies 
o nsdquartcrss AU. inguirdes COMern ine obtain of regudedttd ond 
am Proms wht her diverted oo Chief, Steak Contre, iyaneny, Guppy 
Divieion, Precurosnnt and Supply dfties, 


| 25Xx1A *. es 3: sources of gupniy: AGL inquieies on reguieition 
| stotue wl) te dirested te the Gtaek Cento) aotlvity within the 
authoriend source of euppty. 


| 10, Submit tution 


Items on ragulettion not avaitabie for lasue froe stock may be 
aubetituted by Aike iteme only with apyrovad of requester, 


i. Ehiaing 


&, Sourgee of gupply will oxereise overy effort to ensure prop 
deny On properly approved raquilgitions Cor (toa avaliable fran 
i) AN @ 


be Appropriate and prompt action will be initiated to seaure then 
not currently avallable from oteck but varrled as normal stock item, 


o, When requisttione ary reecived with obvious errors or fundieatone , | 
every renoomble omfort will te made to aecertain mecds and to 
secure proper sercening and editing by authorising and approving 


officers, 
wien 
| SECRET 
| Séeurity Information 
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(2) The differences betwaun tha quantity of the shipment 
received ond the quantity shown on tha documents gheli be 
indlentad by recalving report to the Accountable c'ticer 
regponsibhia for auch eblmnont. 


(1) Uf tho quantities of property received ara in ecooms 


ef the quantity sham on the receiving reports the quantity 
receivad wlll be refleoted on atach record. 


(2) The itene in exeags shot) be reported to tha Accounteble 
wfiecer Dron uhon such exeagsos wore reneived to eecertain whother 
euch itese should be returned or retained an additions to mbock, 
This report ds aafficleat justifiestion to drup accountability for 
axcogy quantltios shipped. 


Transfers of all Govarrmint Property bebuden Aceountable tfless, 
ani te other destinations, gheli be recorded and accounted for by use 
of a Shipping aad fecelying Cocuzent (form Bos «), 


be 29 nxt Fron Governont igoncies on o Honebeinbureable Heels 


{1) Gomerels whon it ie necessary to trennfer noneaxpomtable 
property fo or frum snxthar Covermment Agency, Precunesent and 
Supply OELoe wlll affect masessery lisdeon for the perpage of 
arronziny igsummed, ahipaont, ond ultimate transfer of the property. 


25X1A 


* In proc 
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4, CARE AND POMERVATION OF SUPPE TEN. 


£ 
a General. 

b. Rewpankioliiny. 

S. Papo. 

5, ROE TE. 

1 

: a Tenwral, 

| dD Reoedwing shipmerke by ead. 
G. Recelying shipyante by other types of corpdens. 
ad. Inspection of sugphien. 
e. Repaciklay betaure wtorage. 

| 

S. SATEPING, 

} 

f Teportance of good ghtupine, 

b, chipping procedure. 
e. Shippiag methods. 
dy Shipment by red. 
% Shipuent by other typos at coerdiers, 
D, Compal iinted ehipmenta, 

fT. RACKING 

&. Spamming materdal for shipment. 
M. Selecting and syeecittying aertheds, 
c Ghloping canta lee, 
i Corrugated fCbrehomed bomnt. 

| @ Unebomtiiog nuadled woul eeated, 

| . Nelled wood boxes. 

Be Plywood bones, 
hy Gheakhod walled wok erates, 
i, Markie and denwestation, 
. Genercet. 
te Baik ver, 

‘ 5. PROPeCrhan OF SUPPLIES, 


& General. 

bo. Eire prevention. 
2. Pire protection, 
| ; i, Mee fighting enutument. 
¢, Training, 
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PANT TTT SUPPLY, GECTION G, STORAGH OF GOVERNMENT PROPERTY 


1, SPACE CUT 
& PRINCIPLES OF SPACE LAY OUT 


Hanning a storage arvea in torn 
or the supplies it will comtain in- 
valves the intelligemt end realistic 
aoptication of e Depot Chief's bagie 
Poweroe--gpace,. Space must be cone 
served end used to the fullest pre-e 
tice), extent. Space planning has the 
Yollowing fundamental. objectives: 


{1} Tuli Use of Space 


Every avaliable foes of stor« 
age space Will ba mt to uee--not 
only horizontally but vertloally. 


(2) Seving Labor and Time 


Reavy and wrexpooted ashiprents 
gan bo meade by fever wen in leas 
time when supplies are properly 
stored. 


(3) Rendy Acoesslbility at 
Stora Supplies 


Supplier must be etered se 
that itema are avaliable when re- 
quired and each them must be 
sepaiiy gacesetbic. 


i&) Meztien Protection to 
Stored Supplies 


Depending on the nature: of the 
material oupplies must be protented 
against weather, against extremes 
in temperature; Rept away from odors, 
protected frem Licht: and e1) must be 
protected aqetret Cire. Space lay- 
at must aleeye consider the protec. 
tion of supnites. 


bd. FACTORS TH GPACE LAy.0UT 
In determining space lay-out for 2 


etorage area, both ocmodity ant capacity 
Sactors will be taken into account. SECRET 


(1) Commodity Factors coneern the 
gupplies themseives. Viamming and 
iay-out of opece will be coorniinat- 

ed with the ougplies whith are aniie- 
pated for storage. Suitable storage 
apace uuet be grovided near doors aril 
lowing yointe for active suppliaes-~ 
avopligcea which are conmtantly coming 
in and going out of the depot. Supplies 
in quantity will heave large blocks of 
space provided in center or end bays 
where maxisun etecking height aay be 
outeined, email quantitics cam go in 
soveral planes throughout the storage 
aren. The eilze, weight, axnl shape of 
wupplien alae will be considered in 
sree plaming, so that: supplies that 
ave heavy or bulky will heave @ shorter 
Gietanoe to travel between tack exi 
leading point them sugplies which are 
Light ond easy to haniie, and supplies 
which need special. consideration will 
be piven proper stomnge. 


(2) Capacity Factors concem the 
ShOrANe ee b itmeit--tte physlea1 
charadterintics ean) tho use of floor 
or greund acoa and opnec. 


(a) Fhyuieal whavanterieties of 
the ¢torag: area. Speco will be 
igiG aut in aecomanco with. 
physical charectarintios of the 
stomer aren, Por aommple, space 
Yleming will consider the location, 
quantity, ex oiee of warehouse 
deora: leeation of Lights, Light- 
ing cureuite and switches; condl- 
tion of the flooring and its max 
{nym load Tindte: height of ceil- 
inge nnd matters, and is viet 
erens of the warchouse this height 
fe greatest: the tyre, loeebion, 
aml carmoity of clovatams, Yempe, 
ebutes ani the locetion of water 
ovblete and fire fighting equip- 
went. 


(v) Use ot Horizontal area. On 
the beanie of the storage erea’s 
phyateal characteristics, the 


Security Information 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


APPA CE BA ROUIO INTHE WARENGOSE SECTION 


Plan vemate party of the vectian 
: 7 nt for short lots ov easily handled 
Zr sta pplies, 
‘ Targe areas should be laid out 
y Jor supplies stored in’ quantity. 


Light materials can be stacked 
high in center areas, where ceil: 
ings are usually the highest, 


Layout space nearest the railroad 
platform for large heavy supplies 
er hard -to-move untts. 


Plan end areas for small 
lots or bulky supplies. 


FIGURE 1 


nc. 
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Qopot Chia? will plan bie opece 
leyeout for maximum ublliaation, 
Wot all space cen be used fox 
storage-~offiece, washiacnus , 
clearing apace, packing mcm, 
and aiclos are: all necessary, 
but the space they cecuny willl. 
be kept te a minimum, 

‘ kh 
{o} Une ot ovbie opsee. In 
Jay Gag aul atorenm opace, the 
Daypot Chded will abea consider 
euble symce~-gones from the 
Plows oy ground we. Yertteal, 
storage opacc, as valughlie aa 
ord norte spre, Tis Hutte 
when supplies asc vob stacked 
Re Ly 


o, PARDO 
{2} Space 


A pertioulear weroheune has 
Only @ eerietin ewanrt. of Cine: 
SyRe, when thie Lo comprasad 
siditional suppiioas. must other 
RO Ontwide or else exbenadve rem 
warckhouning wer be meeemanry. 
Large: storage heya wilt be lade 
out Wimre floern ace wrrongest 
emi owlling: are highest to take 
edventane of tuuxinum ateck helgirh. 
Block wtaeks will ve bulls as alge 
ao the nature af the commodity, 
¥ieor lord, materials handling 
equipment, and fire recguilatioms 
Qua. 


(2) deorg 
Soars must offer ready passage 


tO aupplige sad waterlals Handling 
equipment, they mut not waste apace 


OS & recht of byims wider then RECN GAIy 


Examples of oatendari, AHS RRY WATER 
houses aire shown in figures i end 6. 
As Ulustrated in these tay-outa , 
freight doors, ovening amhe the loads 


ing dock wt the vail aide, give direct 


Meters to the main etsle and to each 
eroge gxiniea. 


SECRET 


Doors om the truck lowing side 
nerve 8 sintler puree, ‘The 
two mein afeles are made contin~ 


uous through the warehouse by 
interior doors connecting each 
warehowse cection. In nost cases, 
separate personnel doors will be 
Gispensed with by cutting auch doors 
into freight deors wherever needed. 
Whenever @« doar is determined to be 
wxcesa, Lt will be sealed up, a sign 
to that effect. posted on the outetde 
af the door, end the additional space 
put to etorage use. 


(3) Aietes 


Aisles and doors ere clorely 
related, since one furmished ready 
acces tO the other. Whenever pose 
aibla, abkisles will ‘be laid out with 
regvernmee to the doors, since the 
latte: ere the more permanent. Fae- 
tore 1 laying out aisles include 
the following: 


{e} Otetance to doors and 
loading pletrorms. 


{o) Stewege space needed 
for eaeh clece of item to be 
handlod, the estimated size of 
lots, and size of pallets umed. 


(c) Changes in quantities 
ani types of supplies which may be 
axpected in the near future. 


(a) Location of #re walle, 
fire fighting equipnent, water 
outlets, ami light svitehes. 


(a) Lecation, sise, and 
nuaber of upright colums and 
the distance between each one. 


(¢) Whether supplies will 
be block-stacked or stored in 
bins. 


am (e) y Deestian te fe moved 
by hand @ to be moved 
by materiale handling equipment. 
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Approved For Release “BAD Spa Sea Gat. 
; | Mase of criss-cross aisles, none wide enough Dh 
a passage of materials handling equipment, wastes 
| SPace, Hand stacking limits height of stack, 
et 
FIGURE 2 
j 
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GOOD Space Layout 


High stacking, aisles of sufficient width, and long, 
broken storage sectio 


wnbr rag ns make good space layout, 
Note box. pallets used for the Storage of small lots 
adjoining the main aisle. 


| | 
[= |e J 
—-_— ———— > 
———— 
————=— 


WIL 
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(h) Size and turning redius of etorege area when short arcen adjotn- 
fork lifttmwks to be uned. ing main aisies are not suffiefent for 
the storage of small tots. 
(1) Width. Materiales handling 

| equipment ean operate only in aisles (a) Bin ateles (nrees aimies) 30 to 
of ample width, but since afeles eat 36 Inches wide xun between bin sections. 
| ep warchowe apace tiny will never be They furnioh access for stock picking and 
Wider than necessary. In detorning replentahment. 

width of alsles, stacking methods and 

the facet thet handling must be done (n) tnventory isles will not be 


where-ever possible by fork Lit truck weed, as gtacking on @ uniform pattern 
wild be kept in mind. The ete of the makes it umneorssary to count each cage 


materials handling equipment and the or ten indivfdually, 

packawes to be handled determines the 
minimus width of afgles whieh will (o) Zlectrions. equipment, aueh as 
permit easy handling of supplies in light switehes anit plw-ln sockets whieh 
and out of etorage. (For exemple, ean be relocated, will nommlly be placed 
fork littleucke of 2,000-pound eayme~ along teansrortation ateles o: tamedietely 
ity operate satdafectortiy in S.feot inside and adjacent to large exterior oy 


wislee; 3,000 to 4,00-pownl separ ity fire doors. 
in IN-feot aisles; and 6,900-pound 
capacity in 12 to lhetoot aigles.) Go a. SHEDS 
holé down the width of ateles, 4c not 


vee heavier materials handling equty- Shed opate ley-oubs follow in general 
went than jie necessary. Unco.nlstes the Inmy-ctt of warvhouses, exeayt where 
have been estabiiahed, paint aleles paved aprons of sulfletent width are 


lines on the verehouse floor te preaerve nvellable , NO main alsles axe necesenryr. 
there identity. 


(3) Mein ateles are the arterial 
highways of the vwarchoure and should The arrangement of supbites in at 
extend through the entire length of the open storage area will he juet as care. . 
vullding. They will be wide enough to fully worked out in advance as in covered 
permit easy passing of two loaded pleses storage. Hauling distances from unloading 
Of wateriale hailing equipment going pointe to storage points will be kept short. 
in opposite directions. Aiuies and roadweye vill be arranged ir. such 
a way as to promote straighteline flov of 
(k) Cross aisles rum parallel to supplies between carrier and storage point. 
the short exile of the verehouse end Rehandiing will. be avoided. If the area is 
commect the main aisles. Where pooatble, wel) arranged, one move mite the tten where 
cross sisles will lead @rectly through 1+ belongs, to remain there until ft 46 
the doors opening onte the loading plat- shipped out. Open storage areas will 
form on the rail eide, end on the oppo normally be divided inte arces, and aub- 
side side will be easily eccesetble to aivided inte blooks,:with each area end 
truck loading platforms. block numbered. A good leeater systes 


is as iwrertert outdoors ae in. 
(i) Service aisles will not be 


used unless absolutely necessary and 
then only to break up eddttional 


@. UREN SIORAGE Ants 


SECRET 
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To Store MORE 


Remember 
| Space is 


pee »H ORIZONTAL 


FIGURE 4 


: Approved For Release 2001/03/30 : CIA-RDP81 -00728R000100130012-7 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


Aisle Widths 


Ge on enn ee eo -— 


enough to permit efficient operation. 


Make sure that aisles are wide 
FIGURE 5 
{ 


qf. 


Be 
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MAXIMUM SPACK UOCLTAATION 


(1) fpece met not only be 
Phamned and Jaid out in advance, 
but efter the etorage operation 
begine 1 wtill ia necessary to 
hoarml avaliable apace oo that 
mone af it wili be wanted. 


(2) Uruned space will be Jert 

in as large blocks as poucible, 
email biecks dispersed theough- 

aut the warehmue are more ait. 
leult te use afflelentiy, 


(3) Meoclom uttideation 9 
clLorage space aleo calia Lox 

space Jay~wut tn terms of space 
iaate with a good lecator 
syoten, ani not in terme of 
alphabetical ov stock number 
VEGAN. 


LOCATION OF SPHCTAL WAREROURE 
areas 


(2) Bim arcas will be lovated 

in lowecelling areas of the ware- 
bowee ent as near the packing 

area ao poseibic, since precticaliy 
a1 bin items ave packed bafore 
they can be shipped. 


(2) Clearing space should be 
deft if possible in aveide the ware 
house et the decors opening onto 
truek loming platforms ad 
used. for sacesbling outgoing 
ehiguente, temporary holding 
points for incoming shipsents 
prior te atorage, or as areas 
in which supplies are identified, 
tpapected, or lebeled, Portable 
pecking wiite way be set up in 
clearing spaces to handle out~ 


located in low cetling arves eines 


(4) Consolidating arene are used 


shipped together in the seme carrtor, 
The point of onmsolidation should 

de moveble and consclidation ehould 
teke place in that warehouse in which 
the greater or bulkier part of the 
ohivaent originatos, 


hh. REMARROUS IG 


Rowarebousing in the movenent of 
eupplies free one storage Location to 
amther to pemnit better use of apace. 
Whenever powsibie, it whould te done. gre- 
rag throvah norwel mecelving end ahtyp. 

Ng 


Lt. MOOK SPACH LAY-ourra 


(2) General. Agency storage in- 
steliations differ frum place to place, 
some of single-story construction, 
others multietery, some originally 
designed for storage purposes, others 
have been converted to storage use. 
Sheds also vary ae to ise and tina 


tion, and no 

exactly alike. ar Ge sortase & types 

of pel saad aay end. storage Lmyeost, 
ave common to many depots as chown in 


peragreph (2) following. 


(2) Warehouses, Figure 6 iliustrates 
a typice) warehouse layouts, 


SECRET 


for grouping ehiymwente due to be Security information 
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PAP? III EUPPLY, SEOTION €, HTORAGE OF QOVERNMINT PROPBRIY 


DEFINITION 
Materiales handling ia the physical 


moving of aupplice inte and aut of 
etorege. The aime of good materiale 
homing ate conservation of Labor, 
Sime ond spacer to the greatest deme 
consistent with safe operations. 


Ys 


The efficiency of matertais handling 


in measured In the oubber of untts 
(tons, pieces, gallons, or other unite 
of mensuramernt) handled por mon-howr. 
Following 19 & List of factors which 
offeet or promote the efitatemey af 
materials handling! 


(3) Belenced operation. 


There ta a right number of wen 
for every handling operation. Th 
gechenieas operations, equiuaert, 
nat men, eto the pare. Balanced 
operation is the fundemental. prineiple 
of meterials hendiing. 


(2) Strateht-Line Plow. 


Materlale wilt alveyes be moved ty 
ae Girect a rente es vosaible between 
cartLer and etack. 


(3) Lanet Sendling. 


Bach separate handling consumes 
tie and labor, and created aidie 
tional expcoure to operating haseards. 
Components of « receiving or shipping 
operation-Lomiing or wiloading, cheek- 
ing, inepscting, packing, strapping, 
Marking, weighing--will be consolideted 
+o the mcdam degree. 


SECRET 


(4) Hendling Unit. 


One lmrge und requires Leas 
total hantling than many ovall unite. 
Commelidating meal packegen into 
largo units, ae palletising door, 
reduces handing time. 


(5) Mecheniee? Bqutpmerc: 


Heckumioal equipment saves time, 
Labor, and apace in volume operstions. 
Where the banding volune fo small, 
howiver, 1¢ way not be econemical to 
use mechanical aqulpnent. 


(G) Gravity. 


Gravity can often be substituted 
Tor memual labor or machinery. The 
singlect axegple of this are supplies 
delivers’ ty a chute or conveyor rather 
than by truck or hand«carry. 


(7) Plesipiiity 


Equimnent capabie of a variety of 
operations La mare usetul tian equipment 
which performs only one. fork MP 
truths, for cumple, are wore weet ul, 
than mobile elevaters beamse thay not 
only LiCt but camry and stack. 


48) Deed weight. 


_ Reduging the ratio of dead weight 
40 live i —— ‘time amd Jahor, A 
Ef-loaged truck te hauling moms tauek 
than ined. 


{9} Tale Tine. 

Menpower end ealpment ane 
efficient oily vaen funetioning. pera- 
tions ahou/d be timed ac thet men or 
equipment, never wait for each other. 
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ANAL ae PERFORMANCE 


SAVES TIME 
Material is loaded faster; moves faster, 


SAVES LABOR 


A single machine outhandles many men. 


SAVES SPACE 
Machines stack higher, fully utilize cubic space. 


FLEXIBILITY 


Choose equipment and methods fitted for more than one job. 


To keep mechanical equip- 
ment constantly on the 
job, repairs and replace- 
ments must be anticipated. 
*eventive maintenance 
schedules will eliminate un- 
necessary repairs. 


Letting gravity do the work saves time 


ond effort. 
PIGURE 7 


Materials handling is good or bad according to the number 
of units (tons, gallons, pieces) handled per man-hou. 


Choote mechanical equip: 
‘ment that moves faster. 


See that men do not get 
hurt. Good light is 
safe light, 


Always assign enough but never 
foo many men to each machine. 


Bulky, heavy coses, for ex- 
ample, can be handled and 
loaded by a single man. 


FIGURE 8 
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(10) Stafardiantion. 


Adopting atenlerd operating 
practices simplittes and speads 
operat 1Oonn « 


(22) Bquiwuemet Accesories. 


Monherior) handing cauipmant 
dos a better job when ywrovidod with 
eutematic aeuplers, antitrietion 
beaxingn, rubber tires, and other 
gpenliup aides 


(28) creventive Modirkenanee. 


Reger eahedoled pitevarta ye 
meintermmtos radioed the Preaquoney of 
accidents, the need for repairs and 
repinonomentes, end Langthone the 
productive Live of eqniniuett. 


SELECTION 


Characteristics of the comodtty, 
storage ave, aut carriers tlatence 
Dertweren, trtloading or lomliing polnt 
and voint of aterate: and valine of 
srperation will determing the cholee 
of unteriais handling eeutpemn 

ang the mothe of using 1+ to save 
tine, lebor and space. 


(1) Charseterinties of Commodity. 


Biee, shane, weight, end strength 


{a) Boxes semetimes ameive at the 
ster inatalletion with cleate or 
yunnre nelied to the undereide whisk 
serve in the seme mevmer ae short 
dommes? to adett the Parkes of a tork 
Lt truek, 


fe) Cylindriowl supplies with « hole 
through the center, such ae costines 
ani colle of wire or etrip peteel, osn 
be handles ty a ram truck on by attache 
tne a lone-nadte rem to the fork of #. 
forks LM truck. 


() Beewy ov bulky eupplies and these 
that cannot be reached by othar aguipe 
ment axe hewiled by uvenes. Where these 
eunmiies ere to be stored inside, and 
werckouce ov overbers crames are not 
aveileble, crane attactments cen be 
yireed on fork Litt trucks. 


(g) Yor tires pendied in quantity, 
box peliete are veed with fork LIM truck. 


(h) Smell, Claterurfaced packages may 

be tremefermrad in contimerns flow 

aver convwor systems, etthor horiconteliy 
or from one level to another, Cloxted 

end alides eulekly deliver a@aoth-uuwlaced 
packages, sacks, and Balen to lover levels. 


ti) lumber, pipe, retle, ete., ave — 
handled specdiiy in lergo unit leade by 
wbradale trucks. 


of a comadity ox ite container will (2) CHANACTERTSTICN OF THE CTORAGE ANZA. 


be considersd in austening equipment 
for handling it an or out of atonsge. 


(a) Palletized augslies are 

hendied wy fork Litt trucke, 

seaokines im gonfonetion with 
tractor-Gradior trating. 


(b) wel2, untiornly aleed 
commodities or containers are 
reatily placed on pallete and 
handled az a unit by fork ligt 
trucks. 


{e) Lergey itema, such as come 
bales, crates ent druss, may be 


handled ty e fork Lift truck with 


the wwe of abort dunnage. 


Piysiont charactertotios of the 
storage eres largely detormgnc the 
Selection of materials hendling egutgment 
and the axrtent ib way be used, 


{a} Ploor load Cepactiy. When the 
floor oat sepecity ie nob awtiietent 
for the operation of # loaded fork Li 
truck or warehouse tractor, lighter 
equimment such ae @ conveyor sywten or 
@ hand Lift truck will be substituted. 
in the ebvence of thess, two- or four- 
wheel. hend trucks way be used. 


SECRET 
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IDLE TIME THE HANDLING UNIT 


Keep mechanical equipment busy hand! ials, 
do not let it vend idle ‘during loading and enlecdieg 


STANDARDIZATION 


There 1s one bes! way to do each job. For example, 
man vag | is slow. A truck-and-o-man is better 
But while a fork lift truck is best for short distances, a 
tractor-trailer train is best for long distances. 


[09-00 [OO {OOF 


DEAD WEIGHT EQUIPMENT DETAILS 
< | 
The lighter the equipment, the less mechan- Automatic couplers, nonltiction bearings, 
ical of man power needed to move it. and rubber tires speed up moteriols handling. 


STRAIGHT LINE 


9-55-55. ch 


Materials are moved 
faster in a straight lines 


Men slow down as they get tired, never 
give @ man o job @ machine con do. 


FIGURE 10 
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&) Roof Supports. Dietances between 


supporting celumne must be considered 
in planning otorage of supplies, and 
the right sine pallets requisitioned 
in order ta gain tight etorage. Con — 
sideration will te eiven to the ue 
of etandand sisad palletes, 


(ce) Clearance. The sise of wershouge 
or car doors may Limit the shoted a? 
materials handling equivient.  Ovare 
head clearances semetimes dtente the 
height to which suvyplics nay be stacked. 


(4) Surfece. Smooth, iwvel, clean 
Fleera offer a winiunm of tractive 
resistance to materials bandling 
equiment. Houghnean of surfinre pine 
Llary Inereasas trot ive read eters . 
Hard-tired fork Lift trucks, tractora, 
and tradlers nomelly will not be oper- 


‘ated over wunimoorved open areas. 


Preumatic tired fork Tt: tucks, 
etragdle trucks, tick nemmted cranes, 
and Pliat-bed trailers can operate cyer 
rergonable rough surfaces wivlle crawler 
typa erancs can negotiate slmest any 
surface. Regardlese of surface, open 
nterage areas within operating rance of 
tracks often can be served by loco. 
motive aranes. 


(e) Leading platforms. Yhere Loating 
pletforns at car or truck floor 

Level are provided, fork Lift trucks, 
conveyors, shutec, siides, cranes, or 
portables loading platforts may he used. 


(f) Multistory warehouses. These offer 
apecial equipment problens. Elevators 

are limited tm siee, cepactty, ant sneed, 
remps offer considerable tractive recis- 


stance, particnlariy eat turns. Multistory 


operations can often be speeded by use of 
imelLined commyor systems, tnelined and 
vertical etackers, and chutes for trang- 


porting sunplies from one level to another. 


(2) Characteristics of Carriers. Losmast 
fork Lift trucks can enter an average Amertean 
pox car or large motor truck from a car-level 

pietform., dendola cara, ships, and barpes, 
must generally be leaded and umloade’d by crane. 


(3) Distantie to be traveled. The distances 
between the carrier loading or unloading 


P81-00728R000100130012-7 


point and the aterage location also 
determines the choice of equipment 
and ite method of use. 


(a) If the distance ts not over 


anpreximately 259 feet ono vay 


and the supplies are palletized, a 
fork lift truck can take « pallet 
Load owt of the car or truck, 
transport it to the otorage loca~ 
tien and ateck 1%; then reburn 
for another load. When loading 
it nerforms the same operetion in 
LOVELSE » 


fo) For distances between 250 
foot pnd a mile one vay, tractor~ 
trailer traing cen do a mom effl~ 
giant Job af transporting than a 
fork Litt truck. Pork Lift trucke 
are used to lead end unload the 
tradtor-tral ter ‘teaius. 


(ec) Bor Gistancen ove: o stile, end 
far shorter distenoes tf the route 
io aver meven ground, motor trucks 
ave mote sceonenical than tractor 
tratier toaing., Here again fork 
Lift trucks axe used to load and 
wilead the motor trucks. 


(4) Cranes handling heavy supplies 
tan move only a phort diatanes with 
load in suspension, perolowlary 
over uneven eurvaces. If the 
distance In tea great for effielent 
operation of the crane, suppiier 
normally wll be Loeded onto heavy 
Mlat-bed trailers, and unleaded and 
stacked by & secon? eryane, or ‘the 
load wil be transferred froma the 
evane to a heary-duty preunatic- 
tired fork LN, truck which carries 
the lead to the storage point and 
stacks it. 


(hk) Volwse of Operation 


large-scale operations will be 
meckaniged to the maximum extent. 


Small seale operations ?xrequantiy do. 


not Justify the ‘expense and upkeep 
of mechanical cquiment. The equip- 
ment wlll be keyed to the vohae of 
the individual operation. 
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THE FORK LIFT TRUCK 


FIGURE 11 
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Teamed with pallets or dunnage, equipped with regular forks or home-made variations, fork lift 
trucks successfully handle most materials. 


FIGURE 12 


LIFTS o food of 1% to 3 ions SHIFTS that big load at a speed STACKS higher, foster, sofer. 
of 150 feet a minute. 


FIGURE 13 
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(3) Advantages. 
Pallets end fork litt trucks 


&. BASIC RQUTPMEET 


pre pry dt enon ile grea Toma an utheatable coshination for 
’ aa waving time, labor, and 6 Thet 

vial power trucks (fork Litt trucks ehtet ed i ; . vai ee 
end tractora,} trallere, eraned, and ot adventages are ap follows: 
conveyors. These are supplemented ty 
pallets, skids, hand truskn, shackers, Na ee ei of euypplies may 
portable elevators, hand Lit; trucke, handled ab one tine. 
dieses ire owe alides, and (o) Bagh wt ia die Wa teas 

a mee a ae Teka, with malin use of wart. 
Ge. BALTES iva epace. 

A pallet is a wooden platform, built Ne Eh repenlipsiorare too edueud, 
to opecified dimensions, on which auypl ies ahah and eat ee eee / 
a Loaded, transported, and stared in tamaie, ani safety 1s ineressed, 
om n 

= fd } Floor reeks are glindneted 

{2} Plat yallets.are either single- ani lesa dumage is required. 

Gingle-feced pallets have ona platform: Sere e Ore Syoutes. Sp wns 

bday stringers underneath on which inventory elles are elininated. 

the weight of the load reste. They 

are ured when concentration off wetpat 2 ane relocated 

Dearing surface will not demege supplier quickiy ond cantly. 

Aang underncath, Double-faced pallets have i Visaiteg wen eal palin saesees 


paged aralariend pars tad bat etringern. trailor trains is caster and 

t sai Ladtadepl-eachie ais quicker, saving Genpowr at the fr 
minutes weight over the surfers of the Preiakt car end et the stack 

supplies gtered underneath. The forks a aad are 7 

of a fork Lift truck are inserted parallel (n) Preight cars muy be Lealed 


x ta t et e 
o the stringera | Pin unioaded when car level. plat~ 
" a me ere net avelleble by using 
(2) Box pallets fork lift trucks to reech up 


: Box agi are constructed with inside the care. 
S eamte ork irose-madare extending | | 
inligss pellet platform, the front aide, (2) Pellet design. 
normally ieft open for loading end 
| wnloading. ‘hey may have rigid framework 1) peers anise Hepende upon 
‘ pemmeetty atéached to the pallet plat~ lowing 
a aia ee nape g bea Gize of packages or naterial 
work, which cen be detached from the plat- he 
fora to save storage space when paljete be placed on pallets. 


are not in use. When supplies must heave { 
| : : 7 b) Hortsontel distance bebeeen 
sage protection during transport < se) varch< i or intext 


eroes menbera on the front side. | ty ftatn of atslen require ¢ for 
the type of fork Lire truck used. 
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DOUBLE-FACED PALLET 


A double platform separated by stringers. The bottom surface 
distributes the weight over the load beneath. 


FIGURE 14 
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_ They enable the fork to enter from any side.of the pallet, thus facilitating moving and stacking. 


FIGURE 15 
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Speed and aceuracy in the construction of pallets are gained 
through the use of this removable pallet jig. Make one for each of the fou 
primary sizes of pallets required at your depot. One table suffices for all 
the jigs. They are bolted to the table or removed without trouble ‘ delay 
This mobility isa notable feature in the case of rush PeeRDaiOiis S ee 
Jigs are stored in racks when not in use. ‘This uhatéuve phoof lhe eae 
Peak model shows how a jig is attached readily to the nailing table, 

nee bolted, the three Yu stringers are set in place between the guide 
pleces and face boards are nailed to them, 


FIGURE 16 
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Baqaed goods cross-stucked on pallets gives: stabilitu to the 


Individual pallet load and pernuts high, even block stuehing 


FIGURE 17 
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PALLET LOAD TEMPLATE 


PATTERNS for pallet loads of various sizes are 
worked out easily with this pallet-load template or meas- 
uring pattern. It consists simply of a piece of gray or 
neutral-colored plywood, the size of the largest pallet 
used. Outlines of six different-sized pallets (as illustrated 
below) are painted on the board in 1-inch stripes. There 
can be more or less than six, depending on the number 
of pallet sizes used in a particular depot. Each stripe is 


painted a different color to denote a different size. Cor- 
rect pallet loads are determined by placing the cartons 
on the template (illustrated above) to determino which 


size pallet should be used. 


The template is particularly useful for personnel inex- 
perienced in palletized operations and in the handing 


of new supplies. 
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“ty Information 


(a) Use of pallets in botetiog or 
shipping operations. 


(®) Maximun weight of supplies to 
ve placed on the pallet. 


(f} Use of pallete in open or 
coverad storage. 


(g) Mecoastty of yegeing pallets 
through: Yreight car doors. 


(h) Capacity of avetiable materials 
handling sqiirment. 


(5) Preesutions tn Pallet Design. 


Ineorrectiy designed pallets waste 
time and money. Be sure thet the fork 
of e fork 1it¢ truck can alip e«agily in 
and out of the pmilet; therefore, pallet 
otringers should crtate a vertical apace 
of about 4 inches. If hand paliet trucks 
are to be used with double-faced pallets, 
space Will be left between boards of the 
Lower platform to allow the wheels to 
axrop. Thia opening will be & inches wide 
and properly spaced to fit. 


{6} Selecting the Proper Pellet Size. 


The size of the pallet does not 
necessarily indicate its capacity, far 
the weight of the items to be handled 
must be considered. Also, a light over- 
beng may be permitted vhen supplies are 
properly crose-ticd and etecked on the 
pellet. Faliet siced aost widely used | 
in depote are 32 by 40, 36 oy BC, ane 48 
by 48 inches. Depot Citefa will detersine 
sixes which will suit the majority of itens 


to be handled, anf wili authorize only the | 


sizes necessary. | 
(a) The largest practicable pallets | 


will be uscd, the lerger the pallets 
the fewer there are to bendle. , 
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(ve) Sox pallets will be wed 
for odfeized or irreguler-shaped 
Stems, small assemblies, and 
itema that are canily damaged or 
broken, if these ltema ere to be 
pelletized, They store well at 
the emis of large blocks facing 
tronaportation aieles. 


(c) A distinctive paint marking 
on the edge of ench pallet will 
apeed up identification of pallet 
olzes. 


(7) Arwangenant of Suypliss on Pallets. 


Palliat pattern should be desiened 
to use all possible pallet ares with 
the supplien extending to or slightly 
aver the edge. In most eases Length, 
width, and height of supply containers 
snowld be sonsidered In determining 
the pallet pattern. Where-ever possible 
supplies will be inter~locked so thet 
stacks will be stebdle. 


fe SETS 


& oxid corsiste of @ wlatiiorm fron 
30 to 36 inches wide and from 48 to 72 
inches long, mounted on rigid lege, 
wumners, or wheels. Skids are divided 
inte three usin types accoriing to type 
of undercarriage. 


(1) Dead Skids, 


Head akids heve runners or rigta 
legs at each of the four corners, 


(2) Semi-live Skids. 


Semi-live ekids have rigid legs 
at the fromt corners and wheels or 
cestera at the back. ‘They may be 
tremaported ty hand ekid jacks which 
lift the frout only, 


(3) idwe Skids. 


Live akide have vheele or casters 
at each of the four corners. 
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SLED PALLET 


This type of pallet is used during landing operations to get 
quantities of supplies ashore rapidly, It is dragged off landing 
craft fully loaded with supplies and towed to the supply point. 


FIGURE 19 


f 
H 
| 


TIRE STORAGE 


Box pallets keep tires from being damaged or crushed while in 


Storage, 


FIGURE 20 


BOX PALLET 


This type of pallet is best for small lots, small crushable items, 
Fo, ts of odd size. 


FIGURE 21 
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MOVING SUPPLIES ON SKIDS 
Dead skid anid hand lift truck, 


FIGURE 22 


Here box pallets are put to good 
use for the storage of shovels and brooms, 
which are otherwise awkward to handle. 


FIGURE 23 


' 
(| 
| 
| 
| 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


a arr tay 


Approved For Release 2001/03/30 SEGREDPs1-00728R000100130012-7 


Security Information 


on the stack. Than the forks 


I a are vithdrawm and the fork 
Lift truck te backed away. 
(1) General. immediately, ite forks are 
The most modern and efficient type pata a trip back for 
of warehouse truck fe the fork lift anot 
tabepigast a pet aoe ons i (3) Attact te for Hendling 
jess advenced types. plies. | 
The fork Lift truck can become 
ton @n oven more versatile plecz of 
| Sr See materials handling equipment, accord- 
| Fork lift trucks are used to unlcad, ing to the Ingenuity of the Depot 
: transport, lift, and stack aupplies; ell Chief oy the use of vardous attach- 
are done by one operator in one continuous wents for doing certain opocific 
operation. Joon. 
| Loading. {a) A length of izon pipe over 
| eee one of the fork vledes enables 
| When unloading a freight car at the fork Lift truck to hendle 
| a varfloor-lavel platvona the fork objeste with open space through 
Lifts truck dcives across a bridge plate the center, 
into the car, picks up o pallet load, 
and comes back out on the platforn for {p) A boom attachment and book 
the trip to the stack. wheel fastened to the backplate trans- 


steer onables it to maneuver easily. Forme the fork list inte a crane. 
tf no carfloor-Level platform is avail- 


able, the fork 1itt truck reaches up (c) Speetal grapples attached to 
froa the ground level ond removes Losded the fork enable tha truck to 
pellets in the doorway. handle stacks of flat materiel. 
fo} transporting. | (a) Detacheble shovel buckets 


or scoops enable the truck to 
With the mast ilted alightiy tack- carry bulk materials such as 
ward and the pallet load resting on the eand or grevel. 
forks a few inches off the ground, the . 
fork Lift truck lroceeds ab approxinateiy4) Fork Litt Truck Specifications. 
500 feet a minute to the steek area. 
‘me mast common types of fork 
(c) lLafting. Lift trucks for ingide use range 
"y } $ Zrem 2,000 pounds to 6,000 pounds 
Good fork Lift truck operators capacity. ‘hay ere powered by gas- 
commence the lifting operation at the oline, electric, or combination gas- 
final stage of thei approach to the ole-electric power plants. 


ck when 1% can be done safely. — 
es (5) ne ee Fork Lift Trucks For 


G) Steckling. 
ad : : Probaby the best all-purpose 
The loaf is eased into position fork eed eee for inside ge the 
: last of & 3,000 to 4,000 pound size. ng 
pane as Berea little wore siale space then the 
practically the seme rate of speed 
| ~ SECRET ani carry a Heavier load. Also, 
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High stacking is just as casy with 
bow pallets as it is with other tupes of pallets. 


FIGURE 24 
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The 3500 or 4000 pound fork lift’ 


truck is the all-around truck for indoors; it 

takes little more aisle room than a 2000 pound- 

er, is almost as fast, carries more per trip, 

Very stable, it can stack higher. The 6000 

pound truck, similar to this but with a longer 

wheel base, stacks heavier loads even higher. 
But it needs.a lot of aisle to work in. 


-RDP81-00728R000100130012-7 


This 6000 pound fork lift truck. 
equipped with pneumatic tires, is designed to 
lift heavy, bulky loads, and works well ont- 

doors orer rough surfaces, 
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Home-Made Attachments 
for Fork Lift Trucks 


—EEE___=—_ 


RAM 


A length of iron pipe slipped over each fork or over one 
of the forks, the other being removed, and hammered to 
fit tight makes a ram for handling coils of strip steel, wire 
cables, castings, and other special jobs. 


| 
DETACHABLE CRANES 
Various types of home-made cranes can be rigged on ; 
| fork lift trucks. An elaborate one of metal is shown. 
: FIGURE 27 , | 
| _ Approved For Release 2001/03/30 : CIA-RDP81-00728R0001 
eyes er ; sie gamuuat sunt sigtty sah ie lat sel Ue es aa 
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x. 
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ee 
, 


sees eee: Cane 
B-EHE: 
ay. 


This 2000 pound fork lift truck is suitable for light loads, The 
position of the operator at the rear adds to the counterweight, 


FIGURE 28 
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WHICH ? 
WHEN ? 


The fork lift truck is primarily a stacking machine; do not use it 
for hauls greater than about 250 feet. The tractor-trailer train 


is a medium-distance hauling unit (250 feet up to a mile or so); 
but it is at its best only when surfaces are relatively smooth. The 
motor-truck and the freight car haul heavy loads long distances; 
but the tractor-trailer train is often a wiser choice than either 
when material is being moved between warehouses or on long 
hauls. Trailers can be loaded inside the warehouse, right at 
the stack; trucks and cars cannot, Tractor-trailer trains make no 
demand on congested railroad tracks or overworked switch en- 
gines. But when the going is tough, better turn over the job too 
truck or freight car. 


FREIGHT 
CAR 


FIGURE 29 
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Here are tio views of overhead 
safety guards to protcet fork Uft truck opera- 
tors from falling supplies, 


FIGURE 30 
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4 


baad : os : . 

This medium fork lft truck will handle practically any load 

stored in the warehouse; yet it doesn't require excessive aisle space. 
a 


FIGURE 31 
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(5) Continued. 


Lf the lifting mechanism permits, 
thelr added welght enables then 
to atack supplies higher. 


(6) Fork Lift truck bi fieleney, 


Sork Lift trucks ara prbloarily 
iiMing and stacking machines. ‘hen 
used ag carrlers over Long routes 
their efficiency is greatly denvensed. 
Fork Lift, trucks can atack high, per~ 
witting maximum uge ef vertient 
atorage apace. 


(7) Detemining Load Cavaelthy 


Loading a fork Lift truck beyond 
ite reted capacity is & serious vio} 
ietion of sate practice, ginee over~ 
loading wlll tip over the truck, injure 
the driver, and demage or destray the 
aupplics. The greater the dtetance 
between the center of the loed and the 
wee) of the fork, the lighter the Iced 
which can be lifted by the truck. 

Any overhang of supplies on the naliet 
pletform further deereaser the amount 
of weight whieh can be Lifted. the 
maxim canneity of cach sise of Pork 
Lift truck 1s determined by the 
ranufacturer, 


he TRACTORS AND TRAILERS 


Industrial tractors and warohouse 
trailers, forming tractor-trailer trains, 
transport sumifes in quantity up to a 
distance of a mile in one direction ever 
smooth surfaces inside warehouses, betveen 
warehouses, or from carrier unloading 
points to points of storage. 


(1) Characteristics Cf Tractors. 


Traators are powored by gasoline 
engine, electric motor, or combination 
gakoline electric power unite. ‘THey 
era used for both indoor and outdoor 
hauling. ‘Tractors may have three or 
four wheels with solid or pneumatic 
tires. For outside work, the four- 
wheel tractor with pnemmatic tires ts 
preferable, 


(a) ‘Chroeewheel Tractora. 


Threeswheol tracters may have 
e& aingle or twin wheel ap their 
front ateer wheel. Thely short 
turning radius mekes them well 
sulted to operations Ln coggested 
areas and confined working spaces. 
The drawimr pull on this type of 
tractor de 2,000 to 2,600 nounds 
MAX Lyn » 


{bo} Four-vheel Tractors. 


Fourewheeli tractoers are gener- 
ally larger, heavier, end lees gene 
euverable than the tbhree-wheel type, 
Out thelr power, weight, greater 
wheel dianoter, and bearing surface 
Give then more stability and more 
urav-var pull capeeity. Four-wheel 
fractors equipped vith pneumatic 
tires are auitable for outdoor 
hauling over noderately rough 
ground. They can easily be equinped 
with lquresyeed transmission and elde 
power take-off for driving a rotary 
brush, a winch, or & crane, mounted 
either at the front or rear. Also, 
they can be fitted with cabs and 
ustecheble snowplow blades tor out- 
door snaw renoval. 


(2) Treetor-Traller Pradina. 


A trein of a dozen trailers will 
Toliow ite tractor over allong devious 
route, negotiating curves end S~turns as 
ensliv as s freight train follows tts 
engine. Reliiresd facilities showld not 
be used for moving supplies from one 
point to another within the depot installa 
tion without good reason. ‘The nee of 
railroad equipment instead of metor trucks 
or tractor-traller trains ties um track 
facilities, delays ewltching operations, 
and places increased demand on already~ 
over worked awith envines. 
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Typ . iF tatdopy ray . xe . . 
i Tractor-trailer trains are the most economical means of morning 
supplies to and from storage over distances between 250 feet aud a mile, 


FIGURE 32 
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TRACTOR 
PLUS TRAILERS ... 


... EQUALS A MINIATURE 
FREIGHT TRAIN. A tractor pulls 
several heavily loaded trailers at 
each trip. Negotiates “S" turns 


with ease. 


FIGURE 33 
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bh Pee Ts 


(3) Ureetor-Teniter i 
Penal: 


To untoel guvciies “rag oe omy 
with ow obe 978 of a set nae Lee 
Plattorm arnt a che hike nother 
of ptormcr, eeenb ted waecatioy 
Rieter toe hye ro he here Sb Lae 
traime acd fork Pits truck fs ree 
cramer 


aye \ 


COMVEAIILS ASib MAPA 
(2) Convevec.. 


Cenveyors caruy ui supplias of geckeages 
Sm cont ee Clow oven Paved borane’: 
or dmethiince youtes uo te several hundred 
Teet in ‘cng bh. hey gave ane ak mpl pe 
mant when oachmecs on quant: ity art te be 
trans perctiet over a come ld typi 2 ee ee’ 
distance. They can be installed permanently 
or ued so egy porte COMO CIE sien epony 
geation can agslivy be detached and moved to 
another Tommien. The type of ccnvevann, 
ets Usa) mte aie graylt ent ae a 


whee? conveyors, md 
a eR OAS rye res My my + 


aun fh 


Soyes ene Po5 
eoRveyora. whet soy 
or slet eanveyors, Tron sro fe “ol howe:s 


meityyty ty 


aly 


and ivettaed Rett 


thes, 


a) beara errr ai eee h ot ETT ‘ea cn Tey c a 
{s p Relies COOETVCMEE EU Dhiwe aoe on haa fess 


rg ie ra 


Bsedk when lerpe wugnkitces of uni fern 
rites vere te ae vars bi an “tees crane se prey" 


Qietances creasher than LOC feet. 


(>) Wheel comvayer, Gravity-csorated. 


Primecily a portable ont, used in 


jarge storage operations te hendie mi form 


sised rackage weighing not more than 100 


dyer fervcria Pct 
ig, shaee be operated 
oe oe aE Gxt! 


Yi be et 


therm de ne 
OWE te 
v vet ht he 
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hae} ye oe eeevompe De bey en tala oi 
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fe} Sige SVaYCL, Powereaperated , 


Resigned? to handle heavy packamed 
over tong dlehauees and may be used 
for vedeaing, lowering, and "horizontal 
hendhing., Conveaynr rune will norma] iy 
Be @ wmisinas GP Ie: Peers. 


(2) Tmedieved oc gloat converar, 


ORET OUT Deri 


ih homed) Ve, ay 
perms Vleally 
AEA Ph Ae tem OK 


weed .‘t ice a yey a pares ae 
i AE REET ao CPE L Lorn hee 


CHU 

Ghules ara uscd to sive Supplied 
hoo Jester Level. Chevy ape badtit of 
Weexl, CaNVRG, Of Neth gral Pollo 
straight, curved, on spiral routes. 
Spirals or curvac veduew the eldding 
apach of cupplies, preventing damage 
when they reeel the bethen, end are 
more econonlien) of apace than straid¢ht 
chuten. 


munde. Cenveyor rung will nevralivy he ate 
y Yor! 5. CRANKS 


winimem of So feet, 


(ec) Relier eonveyor, Power-opgrated., 


Cranes are used to lift, owing, and 


lower Toads that ere obherwigse ine 


Designed for havy-duty continuous- 
Plow operations over long distances where 


SECRET 


acreve lic, 


or are tao heavy or bulley 


Security Information 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


’ sate ae wn , ts . 
Power conve fors are often best for maring 
level to another ina multistory warchouse, 


FIGURE 34 
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GRAVITY WHEEL CONVEYOR. “Skate” BELT CONVEYOR (foreground). Supplies; 
wheels :nounted on axle rods are faster and fed here by gravity roller conveyors, move 


lighter than rollers. along on a continous power-driven belt. 
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> 
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eb 
mh ge 
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Ln 


SLAT CONVEYOR. Wood or steel slats CHUTES. Wood, metal, canvas. The tubu- 


are fastened at each end to continuous power- lar canvas type is excellent for dropping bags 
driven roller chain. of sugar from high piles or upper stories. 
t) 
FIGURE 35 
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A roller conveyor system speeds up 
the packing room operation, 


FIGURE 36 
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(S$) Pnounette-tired gingle-engine 


for other types of handling equine 


ment. “heir ohiet niventace le thet 
reach, They ave coléern used to tvannnort 
Ie Dorigodtel is coneapt Por chart 
Giohanacd, Srans capac thies ranme 
fron 2 te more than co tena, 


Preumatteetimed gingleeongine 
eranve in which the operate: controle 
ml the “umetion: of the wait, arn smhi+ 
mame) Lok amd hove comatia we toe LS yd bre 
ner howe, am) bave a TiPting cevpeativ 


‘4, Logemattea Tegan, 
a , wo fA revue es, 


Loeomet ie cram are moutted rat 
Oro wheelod cas whieh tavavel urvler ves 
thar own paver on staniard ov 
special gauge sadiroad tomack., ‘This 
type of evans, baile ima wilde 
varlaty of tifthluy a¢npacities up 
GO tone, is uned for Lomdte remit wi 
Londing raiieesd sare. 


Carbon oceanic, 


typ. fale yer teehee gytee Mowers eed Cyr 
structurec bhet ont or beddgo an 
pele ‘space, Cranes of this 
type are an adevistion of the over 
head tyre sree apo iiart to eutdear 
gervies. Gantry cranes dev be faxed 
er perhebie. Ta the Lebter, the less 
are neunted om wheel trucks for track 
: a i rycen if Shey mite we Jeg du 
Crewhor Crevten are nore mai} eve a) aia They are 3 art ria Ty ; 
+ hen metdea cranes: they ase Pay Letovaice yvarda, docke and 
ess : beat Hapa > . — pee rained yards log m Tome yadtus af 
ibaa om dash - Pa el ‘Be on. yen} date Lh eda nehion ts reeivad , nine the cantry 
Capael tian hee ta abeuh SO anc. ae a ab nee 
Crawler sranes err ueed in awh tds wpans The aren over uh teh the exang 
; : : : en ve es we dani tee te r re ers teeta Ee ty ay Clay ih Te “ mr rhe . ONE 
StOTAgG arose “ane 2am travel reed ty ao om te ft pits beges ee aire 
over woderstely reurh or cot cround, run up to GO tone, with me wlte varlety 
- ria 4 ie daeendinge o *y mits 
Their peimary micstoem ta to MT ovine, re pees each een on the tire 
ryt paper F ¢ ‘a, erga’ 
Qn foe bul ther may carry loade On ROTO TTT eG 


horisgertaliy ower short tinhancec. Suc’ hs > 
V7} Hneotel evancerrsgyling etiechwents. 


(2) Crawler Srance. 


4 
(3) Truck-mounte? ¢renns. : . 
Speeiad ertne-rapel ing ettechests 


ia 
Por oranes are vied at depute for sxtety 
Fin 


Truck-rourked anemes are mare 
ee tee ; mod offfeiensy, Tn addition to vartour 
~ We 


mobile ‘than leeens WwiLive cranca or 
erawloer type cranes, ime they are 
mounted on Truck « hase is and can travel 
anywhere g trick enn co. Truek-mounted 
eraneds Ore bullt to various capacities 
wm to about oo tons, 


hoths whith are manutactured commer. 
eielly speetel sling attachments, heoks 
ano other bendling deviee: are devised 
for tending bully ov elemey supplies, 
Heavy vooden cases may be pleked up by 
box hooks with the varta of the hook 
belne Arewn together by tl otratn on 
sa heieting eshla. Cheing, gable 

Ange, end rall syrendors may be used 
ie Lift \arece unite, while a number 
of ome unite mej be holated simulta. 
neaourly by Bhe wre of | multinie hacks 
or atéechmarrte . 


(4) Warehouse ard dock cranes. 


Warzchouse and dock cranes are 
elther of the rigid boon industrial 
tractor type or revolving tyoe : mounted 
on en industrial trector or yower- 
pxopelled chayeis. The capacity of 

the rigid uyon rune te 10,009 sib 
at 3 feet “Bron the front of the tr ey 
These ernnasa are 4ostened for hols et 
and gtaching work tuside warchouces ca 
on Inading docks and platforms where 
evarhead clearances are muifftietent. SECRET 


Be. OTRER POWER-UPERATED EQUIPMENT 
(1) Portable elevators, 
Portable elevators are poweredriven 
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Warehouse crane. 


FIGURE 38 
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STEEL CABLE 


J°CHANNELS = \ 
WELDEO TO 


FRAME 


CORNERS WELoED . 
HOOK ——- 


HOOK WELDED 


TO FRAME SECTION THRU CORNER 


CRANE ATTACHMENT 


Two-way sling spreader. 


FIGURE 39 


TEETH FOR CRANE GRAB HOOKS 


Horseshoe caulks may be sharpened 
as shown above to form teeth for grab hooks. 


FIGURE 40 
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Shown above and at left are exvam- 
ples of grab and box hooks. The arrow in the 
pieture above points to a safety catch which 
holds the two hooks a specified distance apart, 

preventing them from banging together. 


FIGURE 41 
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This rigid tong bridle hoists several 
barrels at a time, 


FIGURE 42 
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mariis be uaa Ing, either afnegle or tals 
esaaple Litt with a menace LIPS de 
cape Thy or LO,QOC) ponds. Phew 

grea used tor Litt: ine drags, barreta, 
cable reels, and other auypiies and 
enn be applied to double-deek storage 
in the abaenne of Poel J2tt truck. 
Maximum betahh wt Litt is abowh i 


Teel. 
{2} Porkehle stavkers. 


Tortavle atackera mre rounted 
en enober Plate arms ord may he nesta tedl 
by one man, They are desloened for 
vertieat handling of Toads up to 2,00" 
younds. Maximum hoetehh of 2 Att te Ls 
feet. Two vertleal ohwute gerve as 
muldes Tor the aleveting nlat Pores ay 
support the power mechenieon. Passage 
through deor-wayna to gaided ty telescop. 
ing or kineing the vortieal strute. 


(3) PMat-ebed tratiers. 


Flat-hed trailers ars equipped with 
both raar and front towing attachents 
or dxrawbaya so that m munber of them 
ray be couvled together to form a train. 
Light duty tratiere have load capaeiiice 
we to 3 tons, white heavy duty types 
earry Loady up to & or 5 tons. 
Variations in belly equipment may be re 
quisitioned oralterations may be made 
losally at the depot. Tha more common 
types employed aret 


(a) Your-vheel-ateer trailers, 


Wheels sre mounted on steering 
kouekleo and are connectal by link 
bars so that all four wheels aseist 
in steering. 


(>) Parth wheel or wagon trailere, 
This type has one fixed axle 

and one exile with érawbar attach- 

ment for steering ac a mmit through 

a king, vin or bearing niete. 

(ec) Caster tratier. 


two casters are mounted on a 
Mise? axis and the other two ara on 


a wwiveling axte. These hratlers 
Bon cantly moved by hand. 


(4) Mobile loading platwtorme:. 


Moblie joading mlatMorma twllt 
on traiiera, are used far Loading and. 
wnionding trucks end feetehbt cara ot 
car Pleor lovel whare there are no 
Pixed leading platforme. Fiatforns 
mat he towed to car doors ty a truck 
or tractor cad moved wo and dewn the 
iength of a freitht crein to elininate 
ene awitehing. Mob ie loading plactorne 
may ave guard ratia end 4 Lett ine 
syetem Lor nipht work 


(5} Slevating plattorm tievcke, 


Slevating platforms truaks, desiened 
Lo handle BUY plies om skids, heve lead 
wepechtios af frem 4,000 te 20,006 
pounds oS ey Lange pletTermad gre of 
yarilous G6 iaed, 


(f) Pee trucks. 


Ram trucks are cantilever tyne 

aioline or eleetria-oparated industrial 
nee » Squizped with vertical word gh 
or a macht and an elevating bachkelete. 
A ram extends Prom the backulata far 
picking up, earrying, end stacking 
oparn-canter cylindrical leads. he 
Joad capnetties rum from 3,09 te Ro, 000 
younds, The machine is efPielent Pox 
distances up to 200 feet, 


(7) Power-driven hand fork trunks, 


Power-deiven hand fork trucks have 
an electric motor Web @ storage battery 
mounted aver the front wheele, They 
operate both in forward and rewerese. 
Capacities range from 4,060 ta 6,590 
younte with approximately a beineh Litt. 
Thoy may be operated in 6-feot atstes. 


(°) Fixed wlatform trucks. 
Fixed platform trucks are an deprove- 


ment over hand trueks, since the load 
capacity is greater. A éisadvantace 
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INCLINED VERTICAL STACKER 


Raises supplies to the fop of a stack, when 


fork lift trucks are not available, 


This portable three-section ramp offers a solution to the 
problem of working a car ithere there are no loading docks, 


FIGURE 44 
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, (lofi an 
end-door box car onto a trailer. , 


FIGURE 45 


Straddle trucks are handy carriers, useful for moving such 
items as lumber, poles, rail or long sections of pipe. 


FIGURE 46 
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zi 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


arena 


Besectin SR ener Senne antaen Tet RNR eR te NS Tene ST ETT ee peers ar a 


Approved For Release 2001/03/30 : GER bs -00728R000100130012-7 


Security Information 


dea that ther are idle while being 

loaded or unloaded. In ad@thion 

te transporting supniied in and ont 

oF” storage, they way be used es portable 
servicing wits when aquipped with oxere 
parts ead tools or with gaseling and all 
dinpensing fmeliities. Fork fs trucks 
amd tractor-traller trains are generally 
more effiaient tor matertals handling. 


(2) Power-driven winehes and caps tenc. 


Powerade iven winghao and canatend, 
operated by cloctriclty, are ocastenatly 
mead te roll or chid heavy objeets by 
etratght pull over ghort distances. 
They may be etther neriwhle or fixed, 


(20) Stradale trucks. 


Stradale trucks ara bull with 
inverted framevork ant four-wheel oteer 
for the purpese of straddling a load, 
pleking it up clear of the ground, and 
carrying It at ayeadts vp te 50 miles 
per hour, They are gacoline-operated 
with the engine and opsrater'ts eab on 
tom. Thay handle loads un to 30,006 
pounde which may runfrem 22 taches wide 
by 48 inches high te 52 inches wide ty 
a6 Inches hich, Straddle trucks are 
dewtened to transport such losde as 
luner, poles, long sections of nine, 
girders, or reisfercing red. 


1. SERVICE AND MAINTENANCE OF RoUTeERINT 
Equipment break-downs are costly, 


they waate time and labor, throw an 
added tanden on the other equiyment, and 


use costiy an often irrepleeeable materials 


and perts. Preventive maintenanes wilt 
keep break-downs to a minimum and ada 
materially to the iite of each machine, 


(1) Lubrication of equipment. 


iabrication ef aguipment is essen- 
tial, and will be done in accordance 
with lubrication orders nertaining to 
the aquiypmornt. 


SECRET 


(#) Inopection, rapaira and records. 


Ineneetion, repaire, and records 
will? Ge made im secordance with 
aporapriete publications dealing with 
meterials haniling equignent. 


tM. MANUAL HOSMLIN AMS 
(1) General. 


General etrematanced may make 
it nececagey ta load, unload, transfer, 
or atack sumylies by ham or with the 
hein of manval handling aide. Gone. 
timen nechanienl handling equigment 
cannes be spared rom more urgent debs 
ov Lt wey he broken dawn. Then it te 
necessary to move supplies by hehd. 
The depot ehief will. provide such 
nandiing aide as warehouse dolites} 
tyvo-whes2, four-wheel, om six-wheel 
trueka; gravity comvreyvor umite; smi 
hard 242% cracks or band 14a pallet 
Bype Srucia. 


n. HAND TRUCKS 


Hand trueke are used nore generally 
than any other type of materials handling 
equinment. They are userul in ail types 
and sizes of storage installations where 
wechanieald equipment will not Pit or is 
not available. The fellowing typec of 
hangs trucks will be found useful in the 
average depot ingetallations 


(1) Twoewhee? tructs. 


Twoewhee] trucks are tho fandiiar 
atevedore or rallread ctation type of 
hank trueks. Zach consista of two 
rangles and a platform on which the 
liegd reste. A blinde extends at an 
amrle frem the bottim of the platTorn 
and supports the load. Two wetel Legs 
ai; the ten corners of the platform 
help bear the load when the truch ins 
resting Piet on the ground. The truck 
4s pushed by a wan standing ereet. 
Lead capacttles run frem 260 to 6c 
pounds , 
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“Fifth-wheel” on front axle 


PIGURE 47 
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Fe LES OF eee STRUCTURE — RACKS, STAKES, SLATS. ETC. 
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FIGURE 49 


Hand lift trucks can be used tt nar- 
row operating space, or under cireremstances 
when power equipment is unavailable, This 
tupe of equipment is often useful in madtistory 

operations, ax shown ia this pletire. 


FIGURE 51 
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(2) Pour-wheel trucks. 


Pou wheat trucks, herst ing pea ler 


erm Beene amie Sher feb) treeaien, 
are wae ta mtitcuebery werchouser 
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(3) 


Noe nghenc} Amu he. 


Bimewheet teucke alog hand Les 

Tass Jomia than ceo-whel trucks. 

Shere are used for aati memrowaes ox 
othes wiitoments to @ sartent ised gmcalt} 
tne eamob at fer del bworey of thane gare r 
showt cigtences. Load oanecthy deo, 08! 
yhusde, etthough Noe load chonld mot be 
eo boavy ao to wake raohing dipPrent. 
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SAVE TIME e PROTECT SUPPLIES e PREVENT INJURIES 


(1) LIFTING THE LOAD 
The worker squats down, feet spread apart and flat on the floor, with 


his body as close to the load as possible. He keeps his back straight so that 
the strain of lifting will be taken in his thighs and shoulders. 


a 
Se fi 


TRAY CARRY SIDE HAND CARRY SIDE UNDERARM SHOULDER CARRY NECK CARRY 
CARRY 


A 


¢ 


FIGURE 52 
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ALL suypitea that have not been 
Inspeeted during artended storage 
end those thet were aot inspected 
at time of roeelyt, will be pot 
ehoeked Lf of a fame awWaliesh be 
possitie deterioration, 


me 


2k 


ftom eet oe {i 
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ROOK TY TAG 
@. CERERAL 


Receiving at a storage in- 


see lation ts a means to an end, 


eather Lhen an end in Leeelt, 


Departs receive supplies mot ie 
keep or use bet to ship, and 
oitictemt shinping ia aonendent 
on good receiving. fpead, 
aecurecy, many Location, and 
e?vficteney din receivine: and 
Storing wupmiles ab the derek ars 
eevscrrh Lig i 


(2) Planning the hand tiny 
mesbhad 


The veeoiving oneratéon 
begins im advanes of eetuel 
receint off ¢ ropes = the depot. 
On the bast le oof advance lintiuema- 
tien concerning Che shipment, 
plans are made for receiving, 
unlomwiing, and moving the oumpties 
Te Chora. 


‘ 
& be he lat on « . 
(2) wots one of earedesr 


A®ter the gos tdes aerive et 


the donot, She gar os truel ts 
apotied im the proper Joestdon at 


AS t 
the Loading platforn. 


3) Unlosding the swertsas 


She cuopiies are unloaded fro 


(1) Plenning 


Af\er advance nobitteation, 
She dopet plang far rededving, 
Jaeating, end shoring the ine 
emiing truprlios, To permit can 
ylete planning, the ae {re 


formation furnished to the ochoware 
oPfieor wills include nomenclature, 
eige, Weight, eubagre (ir vosstble), 


quanticy, end kind of racknge. 
This information along with ear 
mussber, reuting and nemes of 
Shippar ls usually received 
chromph nosiees of akirment Prem 
“he comeionor, 


(2) Uniewdine. 


PiSsh, ake car ceeds wild 
we checked to wake sure Lhey are 
eee nd nee thelr numghers 

wi Ghe osm miabers scree with 

hase on the she oS Papas . 

fsreurate obarhd ing 
lnaded peilete are 
than @ carried hy fowk 2ie: trvek 
ho the oredetemined co Storage 


ingation, 


“hen aheched, 


c. Ft oe SEXPMENTE BY OTHE 


yes, OF CART 
Pit OF as BRATERS ry 


ce hie Phot of reeeiving truck 
ie eimtlar te: ibe! wor 
rail & ca harss Mo faelittete 
hengling, the unloading eee wh 


the carrier and apeabageeee a ab the doer neayest the noint oP 


aml tallied Im by the hale. 
{4} Movement to storage 


This operetion, @ eontinuation 
of the unloading operation, moves 


the supwites from the carrier to the 


sastsned etorage leestion., ALT 


records om) forms pertaining to the 
ahictent are checked and completed. 


ROCEIVING SHIPMUNTS BY RAT 


SECRET 


Security Information 


COV ERSER o 
& IROPRCTION OF SUPE tes, 


Supplies will be snot echeekad 
or completely checked upon receipt 
oO anoure proper quantity, — 
ing, packing, and merking. Defte 
leney reports will be made through 
propes channels when shipments 
teccived require work to be dons by 
the deyot to put the items in cone 
dition for further shipment. 
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@. TEPACKING BEFORE STORAGE 


Supplies are offer racatwed 
whieh requixve repacking bofore 
further ehtoment ia made, f8e- 
packing {fo required to renlece 
faulty original vackine or bhecauge 
of damage remulting turing shinwast. 
Ta wit} he done aa soon an poantyla 
after recelot to avetd eoncestion 
of avaliable packing factiittag. 


SECRET 
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& SHIPPING be chtnned Mret and attention 
elven to “neleeting supplies in 
a. OP ERAGE OF GOOD GHTSY TG Siam) & way Eye emaad whl be 
treated See Laenedrig Tevbs 
The shteoing emerat ton must 
be efficient LP the voting aceney {3} Merverent cho the aers ter 
| is to weeetye tha sume tas om 


tine, le the quaniity requentdd, Ory ios mre darmtod mong 
| and in seed coniition,  Pishgor the spleens rauke Son the etorere 
ph seine is denendent on meron meee fo dhe we tiie cor or track 
reeeivinn, prener mhorage, and the neceacary nbncecaing, 
pranesy Tooet ink, ann} eroner snl vaohine, wehehine, and marking are 
ing. Gined 8 ahd ped yore a0 the last Come mr hives wry. 
in the ahaiy of dengeh TManeh ft _ 
it ds iawartant thet ee oy 4 Toned tre thee eae Le 


Prem the depot be del bverat cheek 

gorrest napa uhocwdtarens ark] fwopliag mew Lube the Prelebt 

aparoeved ahtorwing methods, ea os bruek, amt tho. lewd Is block. 
ac Gal omgeed te fagure arrival ab 

b. SEHTPPTNG PROEDURE Ltn degtination in yood soandition. 
Doce ty the otioment awe eon 

Retatted seacedivse Sor mee miehed wt thic stege am atbhached, 
nearines gumsiiec for ebtrment ts 
contpine?d iu Seetton «, Trem 4. ad, OHIPMSN? RY RATL 


te. SHKRPTRAT METRO (i) Sail shirmentoe nervaliy involve 
the movement of sweoliea in se iene 
Mile geotion deals wlth the The time veguired for s¢lecbing tte 
merbhode neeneiae cad akdlyelac items whish make wi the ahipnent, 
eumplies Prom the denot: gaged tee them inbe units, amd 
Fy go them will be eet! fineciendt 3 alac, 
#7) Panning che oomratden arrest rat gnowii } be mad Rel the laber 


ard equi Suiggo newied to do Cie (eb. 
Sis for the antinve oneras patie gl Pree ae thee 
ftog wth tee make in advanes, sekyes with ali detatiio of the hand. 


Teer Share wasn vhe waee tywk oP Ling operation befero it eharts, so 
eothowiaad Tan Pen shan. that che Job wey done correctly 
four the questions te be du- er effielentiy. The empty freight 
TOY Ub) Are NASM gue led gate wee will be are oi. the right 


Tanne eH. Mr inucch corer tine os Vawchoneg foc, Inspected, ani nade 
naaking le cos aires, HOY PWV Prez sepie to receive the curplies. The 
and hew much handling eauisment is ete. de Livery of mmelies fron 
neetel, snd when and where to doo) Lie shacks iil. be planned and 
the oarrter, eloscie aupervdand gud! the principle 
of etredeht line low whit govern 
(2) Stock-pieking the outroing movement of supplies. 
Meshine wiht be planned, whenever 
Ttoms waking we the shimnent sogaible, to avyold extra handling, 
ere selected. Oldest supplies #147. 


(2) Each item wlll be accurately 
SAA (ied ami tee ahirae am: Wihl be 
properly Draned ond Giocked within 


SECRET She ser. 
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@. SHIPMENT BY OTHER TYPEG OF 
CARRTERS 


Shipuerte by truck, pared. 
post, express or airy wii ke 
prepared sud moved out of storage 
in the cove manner as rail shine 
mente. Tor aupplins eent out by 
truck ox express, It in nocassary 
tO Osonetain the time the truck 
will Wwe apotted at the Loading 
vlatfora so av nol to tie up 
wahicle and driver lenmer than 
necacoary. Shipmertia by air 
involve apowtel welget considerations 
in packing. 


£, CONSOLIDATED CHIOMENTS 
(2) Advantages . 


The conoslidation of shipronte 
is advantageous when (t gavea man- 
power, equimment, space, ox tirans~ 
portation cost. Shingents may be 
consolidated, when several atfferent 
shipments are bount for the came 
ereas and substantial sevings.can be 
made in freteht charges. 


, OE 


FY 
ON Ree 
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MAING : 
To PACKING (3) Various methods of yack- 
sige fh yy fh tye ea bein’ Bx wt dee " LJ 
Sok tetera Aer eaely taeely TE ADL BNE baum miopted from 
f ao en oanee Seas industry and the armed eermrices 
Lamhe ard matified ww weet the req 
( bas : ae guiranents Of the Ageney. Ober 
wh Ny 4 ite LR aid 3 Dae oe ae me ttt ary fee Soy oy o ey set fi : 
a oe ian pe: ek aka mathods, not smrloyed elacwhers , 
aa Or ee Vic oe 4 + fy 4 
Ba oe i ge: s ie have teen develored bo neck the 
ap byes rao 4, 4 ’ 2 AT ge , * ; 
es ; ane ns eae a nauieba yartioulac respiromente of the 
hh wey ey CRY ee yer 3 Mad FAY Oey 
Ageuery. 
ae lhe geoumd tar Yacter y SUT . ; 
ct "8 qe M4 <% ‘ +" : ae ‘ 
ate eae ss ee o. sie ai (h} The maberiel mroged sad. cin 
i oo] Ba pit Myron ¥ ’ ex edt 5 . 
ce is ’ iets ue aca ee oe i energy mar gb Lym menk be 8 through by 
th . oats selvaitcg ee : tnepeeted for marks mys thet 
Hhooe used by vrdvane tneustrr ee ay 
ae Ley ee a a oo would identify the Agency, such 
Bs Bao COVE CREO Cans tims et a eptemy 4 tod Sy oe THERE ay 
Tndustoy end the arwed servicer, ee ee cdg neal ee 
Dy 16 ab ounertones, have arrhiye? Sie ea aba mae % 
emer ae ae oe Ae er aya ALL items are inspected for 
ne ideas papa age ana ep suit) ‘ Ghv Lous defect o and when necesaary 
Wh pe : A Pep pgcty Company ry ve 
a but, Because | Sas vee are nubieeted to cleaning pro- 
fee w lRentifies a detinite eegses La remove rust and other 
oe gh oy ti pug 1g 
ins ma ay tees See . ob oentit. Ris Toxelem substances that would 
Po . ; 2 wey et Fy Hy ~ 
be peaa ee we . pes 4 pemote corrosion. Regu d mad 
weet te cy BS ’ WA Kae 7 a : 
a an an te teeta ie) items go through preesermi ive 
: ye te 8 ban oR 2,3 4 . 5 a 
eee sa for lea be to usdntain sheds 
an PEA OVE Teens OCHS, uality watt mart ot ume. 


Dr ne with heavtiiive dmotouctions, 

immomih ag the ine sruct ens wepld hb. Geleeting ang Seonelfying Methade 

identify Pop ee iryene of hen my sry ie is 

a TUT woe Tlolete mewurdlty. Rewmmesting atfteer should refer 
pede to, way + He th 

BNE - packartt : in Lege 0 be the petharing wethods, shipping 

yeovida additional wmrleckion for container and marking and docunentee 
cy «de aut 4% rst yd i & gn ‘ aes 

che tanhesie 1 whieh othenyrine could tion sections that fol Lows 

be Redthed with mvomer hand) ian 

fnetructions. 


af 


iy Cea 2 Lee 


(8) Experlenes has shown thet ony (2} Radio receiver te be shipped 
the ulbtirmece in packing * 22 aa cut of the cambry through norzal. 
for the neods af this fganey. The ehinging ehamels: 
kate for an item shipped ly thie _ 

gonay io usually exbremoty avliierm): SPRCIPY: Method SO seg 

it much armsive in ogereting condition. Constenee ackiress 
The arned servleas remuranents differ, 

in ‘hat, @ large groug of @ single (2) Forms to be shipped out of 
item 16 shipped and 1? @ small pore the eountry by airs 
centage of the quantiuy of the {teu : 
is damaged, no serious consequences EPECTIEY: Methad 400 agr 
result, ivasmuch as there usually le Consignee adérens 
annigh quantity to make um tor the 
damaged items. {3} Automobile tires to be 


ahioped to Chicage, Illinois, 


heey OE 
ee ae Nhe & 
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CEMCIFY: Methad 30° 
Consiiee addreasea 
Comatenor edd@meunan 


“ruck to 
Mieeourd : 


(4) Retuwen of fork Litt 
contractor in ft, Lemin, 
UPEOTEY: Method 20% 

TonsLemea edilroas 
Cometenor address 
ond yrent by Govrarn~ 
morrkh or coambracter's 
SAVINGS 


Transportes ton fac 


Liaty 


Prosevvetic Lor eric Satkeging 
METHOD oOo: 
Seong 
sec Tov sem bheb are in then. 
solyen weather resdotent and coh mas 
eeptibia to ee “ yor damere Tay 
handiteg in ghkiemorn:. 


items 
TSE, seresh voles, fuel chor 
tenke, large pioe, tas sro wipe mrt 
cable, ete. 


Vee pres 


Proaosaine 
(AE Ahk Tharwiid Dale BUA aaah ih le tot 


This wethed deny mot pauelhis 
require cleaning or preservation 
wrecesses, The item ic inepected for 
nrotrudings cemmenents, which are wiro- 
veebad when neeeseary by a protective hood 
of woed boxe Tike censtrugiion, One and 
one Pourth inch, flat steel banding is 
wed to ero oe guch an pine and tele- 
graph voles inte chipping umtts., cweh 
items are nok shea tied with the shin-e 
pine address. Th some imetanees, water. 
preot tags are ahtached with the shipoine 
address, An area, leres cnouch toa aceon 
motate the shimnent stencil, is redrted 
white on fuel ewterage tanks and similar 
items, on Which the shipment address is 
etenetied, farge reels of eable ond 
wire are Finished by nailing 2 x 4 
densths of lumber across the edges of the 
reels completely enclosing them. ‘Two, 13 
inmth flat steel banda are applied over the 
@xh lumber end stapled to prevent tearing 


f the banding. ORET 


gre 


cecuriiy Informatiags 


METHOD 200 


Ope 

seope toy item: that are in then 
udgbves woether reaistant uraier wormed 
conditions, bub bith have conponents 
thet include agsesblies with eritical 

surfeet:, andi because of <i foraws 
wat uy comditiona thaty may be en» 
countered raquire epnlicatbion of mre- 
servativer ani porkeetion of pro- 
truding parte, Used for items that 
are to bulky for ergting, 


Theme 
Sucks s Butane pate 
Lift “couche, ote, 


yma 
oo CI 


deentera erage: 


The litem is inspeeted for campo~ 
newies raquiring preservation. Parts 
auch as carburetors, of1 Pill DIVES s 
gpark plugs ere protected by spectal 
cane and whole engine ect vored by 
wateruroo? barrier material, Grilis, 
hoor nud yventilaters are simtlerly 


Eraneye ead ne 
te we oe te eae 
adden pbebatdemnnsamaenhs 


teaied. Protrudiing objeata such as 
wirrors, ogirvas cover 7 “yemen, forks 


ail othe: parte are removed and 
alther gecnurely fagtened in the line 
verior erean of the items or securely 
fastencd to the exterior by Tf inck 
fist steel] bending,. Pliwood panels 
gre oh een to the toate £or the 
goplication af the ohinr otened. 
MSTEOE BOO: 
hese 
ssceecnr enti 
Used for items that tn themeelves 
are weather realetant but require 
mechanical protection to prevent 
damege in shisnent and protection 
grhinst pliferarce, 
Tseng 
Autoneblia and truck 
antenna aquipment, fencing material, 
giess, lumber, etel. 
Process ing 
The item is iuspected to deter~ 
wine that Tt ten't Gamaged aml placed 
in a nailed wood box (SEE SHIPPING 
CONTAINERS). Where necessary, the 


ten i6 made secure In the bot by the 
use of wood blecks nailed or Pastened 


with wool serews inte position to 


TELAE y 
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prevent the shifting of the item. 
In some cases holes are drilled 

{nu the botrom of the box to provide 
for drainage of any water that pala 
enter the tox and allow cireuletion 
of alr to vrevent mildewing. An 
added protection la yrovided on 
tives and cluiler tleag by draping, 
B pheet of wateroroof barrier 
materiel over the sop af the they 
underneath the toy af the how to 
defleat any water thas drops on 
the case 


METHOD Mor: 
COVE 
This mathod Ie the mont camasn 
oO? ell metho wed im verekine and 
crating. I ie used for all. See 
exeant material hearing erities. 
metal surfaces and delieate i 
sirumments and is pee ERE to nia taas 
equipment against che rigere of cox 
port shipping while it in an panei 
it ts not intended to be used Mor 
long term storage. 
Ttome 
Office supplies anal furniterd, 
dry goods and ee A20ne wot hawing 
eritical metal ourfacec. 
Procese ing 
The Liem or Ltema, atber 
inerection fox damage, are paokaged 
fn & corrupated £ Kbroboard A carbon, 
Where necossary, the items are 
cushioned bby the use oP sorrugated 
board, tissue or wadding to vrevent 
damage. The carton is then wramiad 
in heavy wexed, gremsapreof barrier 
material face GC) ang all edges ars 
senied by aoclying a hot fron +o weke 
#, sarsenaeats packese: > The weber 
proofed nackase is placed in a 
nailed wodéd bex (SHE SHIPPING CONTATHERS) 
when necessary, in accordance with the 
fragility of the comtents, the packege 
is "floated" in exceletor which is band 
packed to a thickness of three inches 
on gli sides of the prackage. Large 
items such as Miing cabinets, Mar- 
niture and other large objects are 
overvrapred with kraft paper or wadding 
and wrapped in a heavy waxed, greaseproot 
package, the waterproof package is PEE 
winced in a nailed wood box. 


Securily Information 


METHOD SOO! 
peo We 
Weed for all delisate elestronic 
equipment and other iheme aiotler tn 
nature whieh ave auiJjeet to rantd 
deteriovetion duc to olimatic ele- 
morte. Th ie woed on all ttems that 
require Long tory storage under 
uxtranc oonditians. tt La intended 
to previde protection far beyond 
‘het required vevely for export 
A PARRONeE } Lo towteet tne 
j saa Tay nealness any elimatie 
condittan encountered in any method 
a? storage. 
Tt. LETS 
Communications reeds vors, transs 
mitterge monitoring, syatems, swith. 
horde, other vorcun: teat lan equine 
ment etn, vhotonraphic napers, and 
1), iiews bavine eerbrencly exttteal 
Wetal surfaces. 

ALL Thema stored under oxtrene 
condition for lenothiv pertods of 
ithe, such an Tt PeBNS » eommmit fon 
aml ote. Tor burial. 

u Froor Re Spit 

The item or items, after jinn 
gpeation Por damage, are packared 
i a corrugated fbreboard carton / 
Delicate anovuponerk parts thet ave 
‘kelly ta barame loses or detached 
Prem theie sogkete oc holders are 
removed, Wrapped with cushioning 
neterial end peckapot inside the 
aerton with the mein item: in/inetences 
wherr thic tan't possible, they are 
pecked Im a separate carton as des. 
eribed ebave. Protrudiag objects that" 
cannot be romoved are protected by 
inserting a collar over then which 
is sunperted by a solid wall of the: 
item itse]? and the wall of the carton, 
al 


One and onze half inch clearance its 
howed between the cellar and the 
pratruiicgg object. The proper 
fesicant, in accordance with entebliahe 
formulae which provide for tha ab- 
vorption of the moisture contained 

in the pachaging mntertale used inside 
the barrier material, is seeured in 

the carton separated from the items 

by dumnage. The envlon is sealed and 
pleced in a moishure~venorproof bag 
thet is sealed by a special heat sealin, 
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tool, @ mall opening tu left im the 
beg through whieh the motet ade ds 
drawn out of the package by a 

Vacuum mimn. Mra meer vapor 

rae? yacharce fs then placed tn a. 
nalled word hes (SER RITES coe ATW V4 
whon Merarcary, ' gecorance with the 
gia ue a ere aOnes ee POrkage 
2 Pheeted tr ageele toy whieh ts lend 
wached to og *hiekness of three tmchea on 
al) tides of thrreakees., Mest t¢eme tn 
tho communication caterory scat en 
“Ploatine’ 2 When amektyr ter hone terre 
storage, B preservatiee te apeltas when 
aver poorthte comaenmunehe with to 
nature end conetruction of the tho, 
The {tem fs therovghiy cleaned ter 
dipping gp petroleum cotventa and acid 
nAeutvabioore; ard Winelly dtoved ty a 
very Iteh® sveseryative oft shat foes 
mot havea te be vemoved hefors he them 
cen be ued amd then wrapood tro cee. 
wroo? harrier materite? (Grade hy 

which fo semiod cith tees, The sooner 
amount of Jeatoeash 40 stam an tthe: 
berrier matertal and the ther te. 
wrapped tnowaditag ho remrent musture 
of the foil bre by sharn prahen? rer 
hjeete, the thom ge then tasertet an 
& moisture vapors bag whteh jx heat 


10 & ‘ Ney af % ae S aft 
Bealads afher winieh, the Lhaw fa Moeted” 
4 
: = { 


in shredded waxed panes wish 


eontainay , 


METHOD foes 
Secs 
This wethod js uendfifor heacy equip. 
meant, Item thet cefublre rrekertion Prom 
Climatic slenents vhere eritteal metal 
gerfeces mre invelwed, an well as srotec- 
ion ageing meehanica! aenane, 
Thema 
ALES LRADSLALOPS, hetere, preeses, 
automotive eculment, tractors, ofa, 
Proceed tng 
The {ice is throughly incspaeted 
for damage with cooling, lubricating and 
other liquide pemneved when waretteal. 
A shid bere Ie constructed of heavy 


SCCREE 
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lumber which becomes the bot tou 

* the Piniehed box, kelea are 
Oeliled through the skid, after 
which hesary carriage bolts are 
ingested feam fhe bottom A 
sheet of welotute-vaporproor 
paterial, large cneongh to ooves 
“he Prom being pabhad, is nleced 
oyay the alta: Holes are made in 
the barvtier so that it Mites over 
the balte, Rubber or ovathetie 
popber caskets are gieeed on the 
bolts over the harrlors material. 
An ofhesive ecmreund Le apriied to 


the akid, bolt, barrier material 
god pasket bo hint all parte teo- 
rether to erngtc ea, moleture vanor~ 
erat! baveter, a sheet of titre. 
heard tf wleeesd over che barrier 
moterind on the sith to protect 
the barvier mitectal Prem any sharp 
metal splincer an the baee of the 
‘jem belme: pneked. The item ts 

then Lowered on the akid.end secured 
te the @kld by « nut and locknut. 

fi fe sometimes nececeary to tie 
down ilooas or fhowbing eomvenayte 
of the Ltem to wrevermt their deamearme 
TVSSR aren. le eer ne 
CHnMncnte ord sheep eorpars of the 
LOSE axe Ovarewrenied with Moree 
beard or semeother cushioning 
nateriel te arewert che rupbure of 
che cobature-warororeac! paretor 
mrterial. The nreper amount of 
deniemant im acanrdence with 
entobliahed forymlas, whieh provides 
ter the absorption of the moisture 
comiained in the myekacing material, 
at vell aa the moisture in the air 
encloand in the barrier material, 

in ageured to Yearlous nerta of ‘bhe 
lian sopareted from the item by 
funnage. The barrier material is 
quickiy phaced arcumd hhe item and 
sealed ac fast as poseible, allow. 
ing enourh dwelling time for the 
soaiing iron to assure a parfest 
seal. A small opentog is left in 
the tag, through which, the molat 
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Wet epg ees! Se 
poekeged Eto 
that, 


f 
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i] 


* 


wes coh te 
THA GNU 


arter the wood shinotu: eorrtainer, 
The water is dkeffewhed ta the tece 
at the apd < WHEE hejed are eT best 


eat Hh a a 
ch Ek Ts 


Toe deadinage and otremlatton 


A ghetto ts Nat iead woe CMELE 


CoWe SHTPEe CONTACINE iS} ote Aten 
built ground hhe ald srt che Ite tem. 


jyacmueh as the thes f¢ be 1 an 

Che arate, no al@ibtone) ee 
img is cao Gonaeiomeliy, if 4 
charaoteriatles of She Item wake it 
Recdasary, aaditioneal bracine ark 
Qloecking fe eat Sade) eyyeer ne 

item and gineare? 


mache 


ae be Gey oy, 
ned ayia 


METHOD 79s 

Seon 

A rantreaaeneaamdleianal 

This method te tntendet tor tte 


packaging of amr item that ia te 3 


eub feeted to most extreme olimat 
and storage conditions pose Ti 


hol 


ane 


withstand Gurial under 
been to seit wate, This method 
Le oxtyvone ty ate = Ste, Meterin! 
and labor, its requires 

gseveifia axprovel oF “the Chink, 
remene amd Sornp)y OPles, on 
as We Ary h S Laes 


en ere 
grid 


ea 
a bh 
% t Ted 


“ie d&eotonated 


tie itema thet will be subjected 
mor extreme elinetice aon. 
Aitions nosstble. 
Precessing 

The ffen or itema, after tn 
spection for damnes, are packaged tn «4 
corrugatod tihretoard earten., Delicate 
component parts that are Likely te 
kecome: laose ov deteched fromtthetr 
sotkete or heliders are removed, wrepred 
with cushicnise materiel, and pncka ged 
nstde the carton with the main ten: 
in instaneee where thie isn't poselhlie, 
they sre packed in ea seperate carton as 
desertbed above. Protruding objects 
thet can not be oe are protectad 
by inserting e colar over them, wich is 


supported by a solid Wall of the Item 
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the wall of phe carsan, 
Tne eheavanes te 
*he aollear 

Pays 


{Lee l? and 
One suv) one.be Ly 
ft Towed hetwean 
eeotruadine ob feet 
amount of dew Leoant : in aceordanee 
wth osteblished Tarmuine, whieh 
provider for the abcorntton 4° the 
moieties earbas toed fe. bye nashoging 
neterteln used inedide the weet 
roriginer, me well as the acletwes: 
in the aie enelosed Inedde the metal 
somtadiner, in the sayvter 
ner tel Woe by dunisce, 
salvaentean 
a whieh to ceahed aire. 
Thent sy before eee the motet why 
Le drewe Pram Nhe eomtadnesr DY a 
vacuums Tuyo. Che mete he curtainer is 
chen mamplete le costes efth a hard 
dvying, presery nites LOB peur 103 
deterlorat ion of the container. 
Wherever delieahe aquipment i to packed , 
Tia motel conteiner ts “fkomted” dn 
Hla the meiie? woed shin- 
rraimber af varlettons of | 
Bee eS 


aml the 


orate 


be | 
2) 


ie 
Sim 
Lets 


Phe gays 
aro “4 Lads sragh q noe 


TATA eurtes t 


3 1 hr. 


Simin ate ev yth cre 


Palas ata 


PEO ye vont: 


ee Bath Nat 


execlator wit! 


. oa 
he gypl 4 ese: ban ‘l of 


+; awa} wes , o 
f 
trnched wed adoor metal 


herd shes 
ly geome 


o cme lel 


fal RM be inewiated within a 
Gru cy teeta td reetane wiay wore 


A Yight, medtua or reevy 
preg eval ive oLt tray be enpdied te 


nome ene, depeaient weom the nature 
ant use at 4 fhe Stem, before nackaging 
“no the metal comteiners., Tr all CAGGH , 
tha Metal container te comted to OX me 


verk deterioration. 
ve, hi ne Cotrtai ness 


Various shivering comtetners eve 

used by the figeney Records, ng. vO the hetwrs 
of there contents, destinasion and method 
of shipment. Ceneraliy nailed wood boxes 
and sheathed, natled wood erates are used 
for all shipments domestic end foreien. 
However, Im some instences , corpugated 
fibreboard voxeg sis wmaneathed nailed 
wood erates wre used for Somestic ¢ ship 
ments and Socaeionaa: i¥; Tor forefon ship. 
ments when the trensrertatilen conditions 
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(nostly ely shipments) warrant 
Shetyeouse. The bow must be 
roofetant to quick pilferage 

onl serutinigatton: only mi led 
Wool crater provide vractieas 
protection, Freetiecally all air 
wifomante ave forwarded in wy. 
WoO boxes frame’ with wood 
battens so aa to aut dawn the 
vethht of the shtppines contatner 
for the tore ceoncmleal use of 
eastly alr trancosorteatioan, cue 
“a the high east favelved, com 
wiete justification wach ba poe. 
dented before thie rontaine: may 
be weed. All bexoe are bandert 
with eteel handing asd all nadie 
weed are sument comteds mabtos 
cham diffiewit “os remove withers 
detection. 


i, Corrugated Fibreheard Bees 


All corrugeted Plbrobourd bane 
used Will be of the water vorloetant 
corrugated Mbrehoand) conetruction 
tyne with ef least a 275 ound ey 
bureting etroneth, 

AQ] corrugated Tuirshbourd bores ‘ 
ather teing genhed with kraft ox 
Pepioum: sernabthive wevoor readisten 
Tene are reinforced by the ann licat lon 
of 2/h ineh atecl baruling to farther 
protect the item end the box. A 
Mbreslasn reinforced tape hae been 
aevelopad te surplant stee? Wand 4 nye 
on cantons and other amnliecations. 
When available, ateel banding on 
corrugated boxds will be abandoned. 
The newly develoned tene dns the 
advantage of providing as auch Dro 
teotion ag the steel] banding, with. 
wat the disadvantage of the sharp 
edges of the steel bending eutting 
inko the carton, thereby rendering 
it useless. 

Steel banding, further seeured 
vy staples, 16 applied to 212 wood 
erates and boxer. 


@, Unsheathed Neatled Wood Crates 
(FICURE L) 


Cay ow 


Ble ESS 
he ane ee PN, 


7 


AQ) unshoathed nalled wood crates 
are conateuetead of Lox lumber, unless 
cue item requirce a heaby erated 
construetion ef jarcer lumber, and 
ali corner members and sides are 
interlocked to provide mantwun obrength. 
ALL nealls ary comnt noated to provide 
mucin holding strength, The iter 
oreted ts usually overwrenmpad with 
heavy krafs waterproof bexrier metertal 
or water rogiatent ¢fbrchoard shorts, 


YT. Kodted waged Beaces 

The patie’ pawl bow whieh te the 
Most ctaaon of all ghtomdine containers 
youd by the Agenev ts used for al} ses 
ghivrvente ary mosh dawrstte ohioments 
Ht da sonetruetad of one ineh tunes 
which da froe of Toone knot holes; 
Stwle B box, whieh hac Tully cleated onds 
and Uittt Joints, is used almost axe lus 
ively (FIGURE @). the ends are eon 
atrneted of 2 ox hb umber and all nadie 
are clinched. Sides, tope and botrens 
Arc Suonured bo the ends ty cement eeated 


wailo to srovide medmun holding strength. 


v] 

At Least wa steel bends, elther 2/k trek 
wide, .ORC gauce or 7 1/8 ineh wade, 735 
Gai, are aomised to the box in seco. 
ance with the woltht and cise af the hoy, 

iwo wood sklda constructed af fe ft 
ineh luther, secured toe the bottom ef 
he box with cement cowed nadie are 
ace on the bottom of all bexes having 
E 


iwo bebtens are applied to the NORD, 
bottom and sides of boxes 3% inehas in 
laugth, The battens which are COr~ 
etructed of 1x hk inch lumber are vlaced 
one third of the distance from the ond 
of the bom to vroride three Suh ad Le tar, 
unsupported rane. On boxes greater 
then 36 inches in length, another 
batten fe aeplied Por avery distance of 
2% inches thersafter CETOHURES ). 


4 


ke Plywasd Bees 


Plywood boxes are used for 422 Bir 
shirmente and are constructed af 1/8 tneh 
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Ducmnay taboras. 


F Wooe With paties: congteuetes 
ef 1x 2 Sf ineh lumber (PICURE 
5). Bettens are attached to the 
yiywoot canela with 1 U/h ineh 
placterboard natis elinched on 
tha outedde of the batten. Fae 
panels are natlad together whth 
cement eoatad natis to provide 
waxchinu mhrength. At Leach two 
giael bands, oftheyr 3 fi tneh wite. 
O20 cavee or 1 1/8 ineh wide, 

O35 gente, are apeiied 40 the 
box. Bomen thet owllk contain oar 
Mons Teature interlosing corner 
construction (* TURE CG) and in 
seme Inctanesr, axtre battans of 
sleata serotes the Cfaca of the 
niywood wene? (PTOURS 7). 


b. Sheathed Matied Veod treater 


Sabet a mailed word owmatiens 

(erounre ©, 9, and *9) ers ead 

Pox ali tens SRORR Ea En geocvarice 
vith method ¢ oo, he nies of the 
aunbexr waed. Lype ar eoyashruat lon 
ann neadling pattern vardes vith the 
wetert and neture of the corterrrin: 
penereliv ther are constructud im 
goeordareacd whth the mafowanestd 
Clewves, Added sbrength Le prowidad 
ever the ordinesy nailed? wood box 

Oy the use ae TOngue afd prac 
Minber, Pfiert, 2 nee ehid wou liy 
eomebreted of 2x 123 nebes Janmtber 
and reinforced with eres Menbersy . 
The tiem is bolted te the skid and 
holea arn deflied in the skid as 
wellana on the sider of the errata to 
provide siredlation of fish ais. 
eee! as the erate is usuatle 
amet om heavy 
lene chan ) 3/8 inch wide, 
ie rare, 

In moot ineteanses, tar roofing 
meterial is applied te the toy of 
the erate over-lmoring six inebes 
on all oldes of the erate to prateat 
the conbente from falling rain or 
palit sorey. 


O39 gmage 
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tema, the use ef steel banding 


trae 


£. Mayvtiebos and Doewranbation 


Export, 

ey only marking ayolied to they 
shivping container are the waeight, 
eubie content, dimenaions, bes 
munber, doslenmted comelonea addenad 
and hand. Mine: lnutructions cuch as 

“Pragile”, “thta elds up exh ote). 
Tn geome inst vmod, handling tn 
chrietions kaye fe he eliminated to 
aaiigry seamritey requirements, such 
Caen Uevelve were thorough lireerier 
poshar tng. 

Cangiimor aadreca is almay$ exe 
slngively onbited frag the shipoing 
penlatner: iy to aoniy awelded when 
the pequeeCy ne oxvyties so A BLPaS. 

Paeking Liste are not ineluded 
either in Lhe drtertor of ee shisping 
earntaines or nmekaged on the outédde 
of Ene shipsing container Por sceourtty 
PRUNE However, etipleta detatiad 
cogumeanteat ion, of cach shioneant is 
male oy the Peeking, Grail and Shine 
ping huteeet Lbs Contes eo? the Gocunerris 
are Forwarded, tarough entablished 
overt cheanmels, he the Cone Lyne. 
Thee Aoeueanta bake the plage of 
pecking 3 ists and cmmlotoly caver 
ali: Stn ahinned. I le non dif. 
Tienls 1.0 tasate on item in o lerge 
es ment, by referring to Le shine 
ging deeunente whieh provides the 
those marber In which the item will 
be found, 


Donustio 
mmestic mnerbings inalute ali 
AX oan 


markings aryplted to boxes nacked ¢ 
agate tn efdition to the deatgneted 
eongignor address. Lege otherwise 
apecifiod, the canalguor addraes is 
lised as “2h36 8 Street WW. , 
Washingtiom, D.C.” Fox severt active 
ities, the requesting office rmist 
fwrniah the preper covert consicnor 
eddrens. 

Doeunentation of the contents 

ig accomplished in the same manner as 
expert ahipnents. 
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Most domestica shipments are 
tandled on Goverment Bilis of 
Tading, heaverer, some branwoortat ton 
charger are paid from unvouchered 
fundies when Juetitied by The roquedting 
offiee. 

In eh inatences involving 
Gomestic ablynent, the following muct 
be provided: 


address. (a) Ucemlete conctanee 
nddrase. fb) Conmlote eousi¢nor 


{a) In the cages of waterial 
returned to vendors or meterinl obtained 
on lean bagis, Jt must be specified as 
ghinped at Sovesmmenh expense ar con«§ 
tractor's expense and the mode of tren. 
sortation thet ls to be employed: (freight, 
railway express, ete.). 


SECRET 


Security Informatian 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


Approved For Release 2001/03/30 sflAgRDP81 -00728R000100130012-7 
Security Information 


ee. 
z 


| 


| 
| 
| 


All [X4" Con s truction 


8d Cement Coated Box Nails 


FIGURE 60 
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| Pine Boards 
Mes "Sor Betler 
“8d Box Nanls 

IX 4 Battens 
~-— 6d Box Nails- Clinched 


Note: Steel Strapping 3 wide, .020 Ga. lo be used 
on Cases having gross weight less bhan 300 lbs. 
Steel Strapping ls wide, O35 Ca. lo be used 


on cases having russ weight 300 Ibs. or more. 


Two 2X4 S ids will dppear on all cases weighing 
300 Ibs. or more. Two ["X4° Ribs will appear on all 


cases 36 in length adding one rib for each C4 thereafter 


FIGURE 61 
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Note: 
Batlens and Ribs are secured as 
tothe box with Gd Box — TE. 
Natls- Cline hed 


Ne 


I" Pine Boards “Jor Better 
} ——ly Steel Stra pping,032Ca. 
\—-- 8d Box Nails 
\"X 4" Battens 


Nas, SDAP SR ids: = Sireuned Aoi box will 
10d Box Nails- Chniched 


Strap cases according to weight: under 300 Ibs. use # 
width, .OCO Ga.; 30O0Ibs. or over use ls width, .035 Ga. 


Two 2X4 Skids will appear on all cases weighing 300 Ibs 
or more. Two I"X4" Ribs will appear on all cases 36” in fength 


adding one rib for each 24° thereafter. 


FIGURE 62 
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Note: 


“attens and Ribs-are secured 


IX4° Ribs 


+ Steel Strapping .020 Ca. 
8d Cement Coated Box Nails 
IX 4" Battens 


| Strap cases according to gross weight: under 300 \bs. use ¢ width, 
020 Ga.; 300 tbs. or over use Ib width, .035 Ga. 


OXF Skids will appear on all cases weighing: 300 Ibs. or more. 
Two Ribs will appear on cases 36° tm length adding one rib for 
each 24° thereafter. 


FIGURE 63 


SECRET 
Security Information 


| Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


SECRET 
Approved For Release 2001/03630,,G44-RER Fhe G28 R000100130012-7 


Not 

Batlens are secured to 
Plywoed with Plaster, 
Board Nal. | 


long : 


Me Plywoe d 


~~ [XR Batten 


ss a et Strapping OPO Ga. 
er Box Nails 


Batlen nails lobe clinched on oulside of batlen. 


Strap Cases according to weight: under 300 Ibs. use 4° width, 
020 Ga.; 300 Ibs. or over use ts" width, .035 Ga. 


FIGURE 64 
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pies “i 
“ ar LE 
a 4 
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bee 2 


F Plywood 


Y , "xX of Batten 
~  -# Steel Strapping 020 Ga. 


“~- Bd Box Narls 


Interlocking 


Corner construclion aS 


Note: Batlens are attached lo plywood 
with plasterboard natls, IF 1 length, 
clinched on outside of batten. 


Strap cases according lo weight: under 300 Ibs use ¥# 
width, .020 Ga.; 300 Ibs or over use lg width. 035 Ga. 
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Y—2 Strapping, 
Steel .02Q Ga. 


"X22" Batten 
8d Box Naals 


Note: Battens are attached to ply wood 
with plasterboard nauls IF on length, 
Clinched on outside of batten. ; 
Strap cases according to weight: under 300Ibs use # 


width, 020 Ga.; 300 Ibs or over use ls width,.035 Ga. 


FIGURE 66 
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CC d Cresent Cacti 
Bos Nails Clinened 


IX 4° Batlen 


Steel 
Sh dppiny 
hk Width. 
034 Ca. 


I" X.4" 
Angle 


Brace 


¢: d Cement s 
Coated Box Nals- 
Cliehed 


IX 4° Ribs 


° . e A ie . . * { oS . . = 4 6 , . bi . md 
“ , 
a ‘. . ) é : Q ‘ 
Note: Se (. X } y Kids 


The 2X4 Skids Si | . 

Are Securcd to the * . "i Pine Boards, “4S or Beller 
Box With 10d Cement Sd Cement Coated Box Nail 
Coated Box Nails -Clinched : ede 


Strap cases according weight: all cases under 300 Ibs. use 


# width, .020 Ga.; 300 Ibs or over use le width, 035 Ga. 
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Teed FSP Se A Tee EE Tl 


——|X¥ Battens 


— lk Steel 
Strapping 035 Ca 
rf 
ws 
LZ 
| RK /) 
Sf X4-X” Brace 
x ee 5 Vs Sf ~>—|X4" Ribs 
Re 4 I’ Pine Boards *3urBetter 
ae eee ee ee) ee 


—2X4 Skids - Attached with 
lOd Box Nails 


Note: Batten, Ribs and Braces are altached with 
6d Cement Coated Box Nails, driven through and clinched. 


Strap cases according Lo gress weight: under 300 Ibs. 
use # width.020 Ga., 300 Ibs or over use .035 Ga. It width. 


FIGURE 68 
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8. LABOR 


a. Gennral 


ALL personnel employed at any 
soures of supply operated by CIA 

WEL) be within the tables of organtena- 
tion evtablished by Departmental Head- 
quarters, and procured through normal 
channels es provided in Pereonne) 
Regulation ‘ 


ea em Ak 


| 25X1A 
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een : 
SOUAESUDY eborrabiens 


§. PROTECTION OF SUPPLIRG (3} Working supplies of inflammable 


&. General 


Thin geation fe intended ta be 
a guide for the saotection of supplies 
from ?fira and thats. Sueh protaotilon 
ie the responsloliity of the Depot 
Chint. 
Tire 


(13 

Adequate protection will be 
taken Lo prevent Pires but suf. 
ficient Pre TMighting aquipment end 


trained porsonne. must be maintained 
ta gentrnal any Tires thet may occur. 


(2) Pilferage 

The Demy, Chiat whil miga be 
reaponathie for insuring thet 
euprd les ape property protechad 
agpinet eliferare, Sbormcoe areas 
WLLL norwelly be restrichad to 


suthoertand persoxmel only and maria 


will be maintained as required, 
bw. Fire Prevent ion 


All storege personne] meat be 
thoroughly aware of the extreme in- 
portance of teagured be elininate cone 
Gitiona ineddant to starting of Pires, 


(2) Heating, lighting and service 
aquipnen? which may constitute a 
potential fire hazard will always 
be Kept An repair and properly 
Operated. 


(2) Smoking PL12 be pormitred 
only in Locations epeciffied. Such 
locations will Ge gubject to tre- 
quent inepections by reeponretble 
persommel, “No Smoking” wigns will 
be prominently posted in all other 
areas. Sarl pails, net cubbish 
recaptacles, wili be weed for 
cigaretie or tobasco Alapecal. Yn 
forcement of reatrietions will be 
striet, with panalties for viala~ 
tions. 


securiby clarnation 


paekive materials (qxcelsier, 
sbreded paper, ete.) will ba re 
gterheted ho the contents of 
ving ov boxe provided for their 
Storage. 


(ih) Fueling of warehoue tractors 
fork LIM; trugke, and eimiler mech- 
anieal woulpreht, and repairing of 
euch equipmart whem it Involves 
welding or the use of low flash point 
qleaning Mutda, will be dons out} 
mide of and at least at feet away 
from warebounes. Overnteyh eborege 
of sugh equirment way be permitted 
in warehouse, bub cuiteble Locations 
TLL] be raleated Tor awsh storage. 


(5) Housekeeping. A Bigh 

Bhawan of cleantiness end order 
49 important to fire prevention. 
Acewmulations of rubbish and vaste 
rendiivy lonite, and mey da so syon- 
taneous ly. 


{a} Waste paper and other eouburt- 
thie waste material wilt be removed 
trom daslemated receptacles at the 
end of each day or oftemer if 
acaumulations warvant. Suboteh 
cana will be covered, preferably 
with self-closing-tyne covers. 
Acounulation of waste material 

in owh-ofethe way places such ae 
shelves, aabineta, boxes, and 
under steire will he prevested by 
constant Inspection, 


(o} Metal waste cans with self 
closing covers will he provided 
for olly rags and weete, 


{eo} Bubbieh will be disposed of 
Wefora large quantities acowmlet. 
It this is gone by burning, 2t will 
tbe done in a safe place and in 
accordance with local fire ragula- 
Lone, 


(2} Operating afeles will be kept 
lear of eny obstructions, especialy 
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CORRECT HEIGHT FOR EXTINGUISHER 


Size and weight determine the 
heiaht at which extingiishers should be 
nrounted on the wall. 


FIGURE 71 


POOR HOUSEKEEPING 


Supplies should never block access 
to fire-fighting equipment, 


FIGURE 72 


FIRE BLOCKS ACCESS 


ae 
Extinguishers should be located so 
thet fires will not block access to them. 


FIGURE 73 
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A pump type extinguisher located in a readily-aceessihle 
spot in warehouse. Note the card above it indicating tupes of fires against 
which this extinguisher is effective, 


FIGURE 74 
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CASOL i NE 
OL CRE A Lis 
PAIN | ee beg 


2 Is a 
fe ern Poe s 


: ii FIRE 
7 EXTINGUISHER 


i? “Guihy ! 
wee oe si tee 
‘ 


Each piece of fire-fighting equip- 
ment should be prominently marked and easily 
spotted from any visible part of the storage 
area. Red arrows, attention-compelling signs 

or other means may be used. 


FIGURE 75 


S ISHAM SSSSSSSSSAIASA Ay 


CONTAINER FOR PACKING MATERIALS 


Above is shown a container for 
packing materials made from the familiar GI” 
can, Its principal feature is the lid which is 
hinged upside down to the back stand. A hook 
on the end of a wire holds the lid up while the 
container is in-use. If the packing materials 
should become ignited, the heat melts a tow- 
temperature fuse, as shown in the diagram 
abore. The fuse severs connection of the wire 

with the lid, causing the lid to close. 


FIGURE 76 
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SODA ACID 4.GAlL. FOAM VAPORIZER CARBON DIOXIDE 


Here are the free most common Wpes of fire extnguishers in-use at Slorape installations, 


FIGURE 77 


WATER PUMP-TYPE 
EXTINGUISHER 

Eatinguisher is set down in upright 
position, One foot is placed on foot 
rest, and hand pump operated with a 


SODA ACID 6 to 8-inch stroke. Stream should be 
EXTINGUISHER directed at base of flame. Use on wood, 
paper, rabbish and other ordinary com 


Evtineuisher is) turned upside down bustibles. 
when ready lo attack fire, and stream is 

directed at base of flame This iype of 

extinguisher effective agaiot wood, 

paper, rubbish and other ordinary com: 

bustibles, 


NA 


CARBON DIOXIDE 
EXTINGUISHER 


discharge hom is lousened, safely pin 
pulled and valve opened. Blaze should 
he combatted on windward side. Horn 
is slowly moved from side to side, di- 
recting discharge at base of flames. This 
extinguisher effective against electrical 
3 fires, burning liquids, greases, gasoline 
“oe and oils, 


oR os 


FIGURE 78 
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Security Information 
ALL such equipment will be raadity 


during periods of Inactivity in seccogible Por use in any pert of 
SOTMRE ATCHRE, the storage area. Care will be 
takan in laying out the storage 


(6) Spontancous Tenition arta to maka available needad fire 
| a ies Piphting equipmant without: undue 
Food hougekeeniog will eliminate lost Of storage space. Fira Mght~ 
the more comvon causes of spontanequs ing equipment wit 1 normal ly be placed 
fenition. Soevertheleas, certain along transvortetion ateles or 
commeadities deserve gpeclal congidermt ten, inmediazely iniige end adjacent te 
; shee Large axteriovr of fine doors, The 
C. FIRE PROTHOD LON location will be plainly marked and 
oe be : the alarmc will pot chetruet or be 
hq objective of fire protection de to euojacs to injury by traffic in the 
Jimit the conuequeneen and extent of Pires ninien. —— 
that wey break ot, and to minindee resylt- 
ing losses, 1. PINE PIGHPTNG KQUTPMENT 
(2) Pitre Mlarms (3) General 
Avoropriatie fire alarm syvatang There wii be euMietent fre 
prvide for prompt notification of alt fighting equipment to handle all 
4 me, rieht inet eerie Lee Bo that, fi rea way ge prane Lee based or the Tinh Sur's ef 
he atteabed in inittal stages. The the bullding ard the character of 
effietenty of the syatem will be checked the mupplies atered, Tt is the poliey 
frequently. of the CIA te provide organised mobile 
sae 2 fire protection at depota and ware-~ 
(a) Intormation will be prominently house inataliation where the size of 
pasted on or above ach telephone tn and extant of operations warrant it, 
the warehouse area cleerly an’ exactly sn such areas or ineteallations a fire 
stating the leastion by building, brigades should be orgenized and 
section, ate., and the nusher or trained in the use of Tire equipment 
peraon to call te renerck « Pire. (ara catety Manual Par. M (12) ). 
2) 7 7 Saal installations or leased 
(2) Fire Chock ; facilities in or near commnitiens 
‘ having organized fire deyartnenta 
4 - : 
Por all storage areas, and service may depend on them for protection. 
buiidings, a thorough imepection wilt be In addition. fire extinesishers 
de within "fe hour following the end of the Pans binge ccuarraaion 
eee erations ih wacts stem and other devices will te distributed 
se : Phe ah au Ade oe on jects = through buildings and grounds for the 
Reto os Re prore te ce i fee une of any personnel to oxtinentoh 
oe Seer eens a fires befor: the Tire department eurt 
rotation aachinery, Lights, means of entry, ere als 
aie e. TRAINING 
(3) Fire Fighting Equipment (2) General 


All personnel will be made tho- 
roughly fire congeloun and trained 
in preventing, reporting, and exting- 
ulshing fires so they wlll be able to 
rander maxi mun asmistannce in the event 
of fire. 


mm All fire fighting equipment such as 
automatic sprinkler systems, standpipe 
equipnent, private hydrant aysteus, water 
pails, and extinguishers will always be 
reaty for Inatent use. All equipment will 
be ehecked perlodieally as presertbed by i ; 
gurrent directives, When weed, it will be (2) Ss an ie 44 Sa wanbost tea t 
inmediately put back inot serviceable lester bbe - thet, ere vy 
condition. Date of inspection or recharge will balitee pe remiian iy torte for, te 
be recorded on tage attached bie EPR wishes, PUES Phe RA Pe ertee 


wt een 
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PART ALE GUCeOY, Ske it, Tau acd Uae od! Gowermannt eyoper ty 


Jeuuun 

%» dm idaue ol aonegpendisole pepperty on aivictirandwuc racaiot bagas ouvers 
the luna, temporary ageigrant or auShueined wae wiere toe meelelest agen 
rasponpibiiaty Gat not sccanrinsiaaty oP such pangnytty. 


%. Toe Daguteg aliios re¢eins accountebiliiy of Lemaed nen-expendeble 
PEOLOrTY « 


a Yoo isautne offieay droge acaowrtabt liby of Lewudd expendable dtens 
upon proper pooting te Boe shoe wedumda. 


Seecedure 


Ald praperty wid te Legued om Baqatedtions Poms fo. Joe2a5 and abal 


include the appronimate wertad ol poraosaton, 


3e 


Jesuee of Pua) ~ivbrioante 


Trews of Duele and Iwaricante wilh he sade on ialivery Picket and 


Sebi Fora 30-09, amd congoiidated on a aanbhhy beels an Pots Ho. 


4, 


tho Jattow oethion reflectea a ered.¢ to the etook menord ae ocmunt. 


Uae 32 of Coversuaat Property 


Rapleyges of foe Agoncy whik not use government property fax pedwebe 


WES ox pargonal , gain seeriches wane of bhi aguLarGson axe GuniEns tw severe 
penulties by mublic dow) except in tee txteraat of operational attalment 
wherath authorisation fur excaptiony aay bo prurtead by colef of Station, Senator 
Reprepentatives 3 ar Vee Senet Hake 


Se 


Broporty juoaned to Uma eobhene cay tt SUAVE Ot Sark os” Ooh 

Be Woe property ia avshoriced Por loess, awaguiadtionn 6hak2 Loadede , 
(2) Avthordty for waking oan. 
(2) Matertod involved, 
(3) Xeowing date, smd custodian by vue and organisntions 


(h} Appveotimate period davolved. 


_ SECRET 


Eacurity Information 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


ILLEGIB 
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7 


25X1A 


25X1A 


j 
i 
{ 
\ 


a 
i 


ae 


as 
ite ®t 


3. 
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Security Information 


VANT ZLY AUPE » GRCUIOM Ly Matertol Otapoattson 
(Hot Including Issues, Traneverg or scone } 


Defing tion 
Mater iat to be dispomed oi" aay We: 


Re Geren; Pwoparhy that lag no teetonable weaspeet of aate 
sist, ihe 3 Le coy heh prospect ot take, gxeupt tor 
ite bagia riateriol coxtant, ) oes 


be Salva ie : Woy mi y Denese gegeh » SSCL OPI aye PPEOLONTER ESE i Dorgan tay that bas 
no Teasunable pratpoch of thle ad m undt, but ceo value Lo excess of diy 
Goalie uaterial comtent beonme 3+ My GORtAIe seul omable ausponen tit. 


LP me, 4 : Py Pha Russ ye : i ty, e Me p 
Ce Teste Kateriel: fwoperty that oan ne meagenble prospect of endo. 


Se Condemned Property: teoperty vides bas been condesmed ag a TLS 


a caatl 


to healtn or thy best toterante at the Agr » 


at iy 4 NY $6 oe yee VN at “ty ‘4 le jeg 
Se Carpi ceoporkyr: Property teat ie aurphas to Ageney needa. 


TAA At tr ey dep 
E@khode ond Tontruments of Dhbeogal 


oe By Sorkiticate: Condeased property ey be deposed of by certi<teats 
Of deatructian to tie propor jurladMotional Survey Beard abawisg auteori ty 
and explanation for destenatdan and SyPR, QO0und and weed weet. 


b. Dy Peuaration: iaberiel classitlad ae surplus, aereg, of salvane 
‘ay tone Mor aen ot try AA Aachourspaty Sedo dy tate Teas Cepia: APO, L ey 9 bined ‘igh er’, 
Mrocurenent ant Sule Lee wt tee spprwortete sem: aes 

inst nc eg ace OMS SPP che Semler ropregerrabdy 
OLLOPE Len srovided Me iew : = $ : ‘hati ver, 


: SO AMGUOeL Red toy iwpowey 
= Syed Eroperty, provided thakh the tetal rnequisttten soak of 
iting Slepoeed of does nut exceed G1CG.00 in ane quarter. 


es sd 
Pee, wed Ow wiuden > 


ne ; : vale es ptopes ly Whtuda dagartienbad Losdquartars wiki be reported 
dmhodiatt iy by Ueliunvog to tue cuywleal suouriiy drancn, Loopectii 7 
; ie al tha 4 ide’ agg DF ain ‘ 4 a Ae ge is th ames &, ots EE 
Seourlty office, v s doupeetion at 


ee ivnper detataination that property has been Lott, daanced og 
pared oe Fane Sea ae sient of Section J, a survey report wild be ste- 
jarietietian. as Y having 


scary information 
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Steurity Information 


ad. Property lash at o reoult af opin boethiieles of politiesh adtaetionn 
With « foseten guevernamnt wihl be dycpped tran aunountabLitty when diveated 
by the senlor representative ad the aren concerned or the Chtet, Procurement 
and Suyaty Offliar, as aperopeiate. Necessary ao juctuantt reports wid be 
prepared by the Uineating authority to we presented to the OLA vAropartey 
huevey Board for Maal approval, 


_ aECREF 
Beenrity information 
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th» Pra Seawey Boom will, pon roview, Meoamayinl aation hy te talons 


@, tantor Soyraentetive of the aston wWiZk welew Mordings af the aacd 
wiler ale Juriadietion price ta Jorwardleg meport to leadiquaters, 
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niormation 


PACT LED SUPPGM, OOCTION Fy Audit and Tevwtory 


te Bho fadlitureietiiol da charge with the reaponelblity of 
porhodic swtite and taventoriog, mule either st hie own diserotdon 
ov at the requent of the Tespectar Qontrel. Autite end iaventortos 
WILL be wate, by personnel delegated by the AwiitorelmChie’, of 
all CIA materted and woterlel. reconvis atleast andy nor Masel woar, 


Ke Avoounbable Offtemre wild teke abiitlonmd. inventoried at 
soatiarad porkoke throughout the Meee your for tho purpose ot 
cheeking thady accountiiny resords. 


te Authorined officials of the Agoney any make wechehtied 
ingpectiong for audit and daveetory of materted, and wanterted. 


rooms at tines athe than thoae doturnined im paxarroph (ne) 
Reyes 


i Pursope 
The mirnoger of audita and tmventorlos tras 
a To weke payeler) oxeninetions ef aetordel an hand and in use. 
be To conduct reviews amt inepegtionn of the praperty accounts, 


te To ermmre that tho interests of the United Coaten Government 
ars betver isinteled by prasar accounting procedures and controls. 


By fiers 53 Gh ie 


Ss Awwhit axl inventory teams, composed of personnel deckgrmtod 

by the Auditorsinsthie?, are direct repreyentativer of the Director 
of Cantwal Intolligeneds Theao teans ore yooponadtile for the 
inepoction of Procurenent and Supply artivitiee, audit of pragerty 
and cpervicion aml cartrel of duventorios, 


be nvory Teo@aty will be afforded ty - Agency pies ong visite 
ed by these teams to ensure # complete and ocmrchensive exauinatdon, 


25X1A oe and aid rail Bigs 
Oh ad ees as ese 
(4) Porswmel necessary to accomplish the audit and inventory, 


{2} fig rrr vouchers and recorde of the Procuresont 
and Supply activity. 


» OECRET 
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Soeurty Information 


ke Objectives 


The objectives of the eudit and inventory teams are to 
promote efficlency and economy of operations by observing, 
examining and reporting on the atatus of conditions encomtored 
and the effectiveness with which these activittos {wlll their 
respective wisslons. Additional items of concerm include the mannor 
ape to wich thege activities comply end adhere ta Ageonoy 
G; OULONs 


S. Py rocedure 
2 Thirty (30) daye prior te sending an audit and inventory tean 
to a component of CLA for pertodie examination and review as ine 
dicated by paragraph. (las), the AuditorsineChiof will notify the 
Senior Offlelal of the component concerned that an inventory, 
uanareaie and inspection is to be conducted. Notification will 
eon £ 


(1) Date the action 1s to take place. 
(2) Taba the team can be expected to arrive. 


(3) uxtimated number of individusle reqgrired te assist the 
sudit and inventory team. 


(4) Names of team official and of individual mubers, 25X1/A 


be Upon arrivel at the Agency component the offielal in charre of 
the tenn will report to the Office i 
Chief for the purpose of exchanging information rolatlye @ 


audit and inventory te be undertaken. 


oye pence 
oa Rel 
‘Security Information 


= Ze 
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cud Teac ens cu 


PANT TIT, GUPELY, SROUTON i, Reports and. Repor tli 


de General 


Be Toe Colet, exocurenent cash Gupply odClee wll liltdate, MULE WaLD y 
narloor andl sonrteok materiel raporting acd reporting ayateans for the 
Ageney, Wider wii enable tle Aceney tor 

(1) Peternine projected astertel re CRUE LOMEVIUD 


(2) Beteaatue Brecurenen:s and otorgesd requireneichs. 


3 hesiin and cantral toc uwillivation of mytertel, 


(4) Determine the current otetus of stock by Loeatilon. 


5) So.adule praduetion. 


tain @ copek on every step dn the transuiesion of each 
& Sulpped. 


(7) Compute the monetary value vf all or auy port of tie property 


i. dn shortage or in use by the Agency. 
(a) Retermine toe reve of use mcd Geprectation of a given item of 
mevleriel, 
25X1C ($) Reteruine the materied stetue of each BwWGLViduaL project or 


peren ts use 


(3.0) Comgate statdetic Wide ley saad analysia and interpretation, 
7 we eonghi tare s ften, ‘ 118 tor wilicnation by the appropriate 
eegonkeotLonad component goncerpec. 


(ll) Compute warenoushas ond transportation needs. 


(12) Direct the transfer of wateried within or between wredie. 
be Reporting on matters af materiel will be gecomplianed trough the 
ctannels establio.ed elsewhere in this manual. so reports will be inseti- 
tuted or produced within the aupply s systen, without specific approval of 
2 tee Calef, orocuremeant and Supply Gifice. 


Reports Reg mired 


ae Phe following reports, wiich shall ve forwarded by the first avail- 
able pouch to the Procurement and Supply Office, prior to the close of 
Z business on the fifth working day of each wonth or each quarter, as the 
ae case may be, will be computed by each Accountable Officer es of the close 
of business on the Last dey of each monthly or quarterly period: 


SEC 
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Rancasriis Hilreres Masa 


(1) Sboak Status xeport - cowbidy 

(2) froject Status keport ~ lonbidy 

(3) Report of Local, Proeurenent ~ Muaaxber Ly 
(4) Surplua Property Reger’ - cuerterLy 

(5) Status of Guipment Keport ~ Crarrberdy 
(6) vvoperby dn Use ~ Cun Ger lyr 

(7) GNerage Facilities Kepart - cuarterLy 


be Yoe vroeurement and Supply UStiee shall review, analyze and process 


the above reporte Lor the purpose of Piling the reguirenents of Part 
Tit, Section L, piragraph do. 


$+ pateriel Monetary Value Seport 

fhe Procurenent and Supply offiee shall eoupute a iinteriel pane tary 
Value Report wilco shal. be submitted to tine Comptrolier.  vhis report shalk 
consiet of the value of expendable and sonu-expendable materied ta Storage 
ona monthiy basia. In addition, ca a quertery basis, a report of none 
expendable materiel, in use wilt be mode. 
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A. Authority 


1. General 
2, Frocurement and Supply Office 
3. Contracting Officers 


B. Definitions 


1. Purchere 

2. Equimpment and Supplies 

3. Services 

h, Contracting Officer 

5. Contracts 

6 Formal Advertising 

T. Negot iat ion 

8 Change Orders and Supplemented Agrecnents 
9. Local rurchese 
1Q. Small Purchase 

11. Speeial Purchases (Unvouchored Funds) 


C. Paticies 


2. Gereral 
| 2, Funds 
3. Soureta of Fuxchese 
h. Buy Amertean Act 
5. Ineligible Contractor end Disqualified Bidders 
& Freight on Beard 
7. Classified Contracts 
8. Speeifiestions 


DR, Procurement by Formal. Advert ining 


1. Use 

2, Soliettetion of Bids 
3. Submission of Bide 

bh, Opening of Bids 

5, Recording of Bide 

6. Rejection of Bide 

7. Ivreguiarities in Bids 

' 8. Mistakes in Bids 

>. Awarias 
10. Information to Bidders 
ll. Distribution of Bids and Abetracts 


Soeurity hafore oben 
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12. Protest 

13. Statement and Certificate of Award 

14. Cancellation of Invitation and Ruadvertisoment After 
| Opening of Bide 

25. Qualified Freducta 


g. Procurement by Negotiation 


1. Meaning 

2. Use 

3. Clraumstances Permitting Negotiation 
4. Records and Reports 

5. Types of Contracts 

6. Advance Payments 


¥. Procurenent From or Through Other Government Agencies 


A. Use 

a. Duternmination of Account and Methal of Paynant 

3. Procurement from General Services Administration 
4. Frosurement of Printing and Related Supplies 

§, Procurement of Prigon Nade and Blind bade Products 
& Open Market Procurement 


G. Foreign Purchase 


1. Voucherad 
@. Unvouchered 
3. Unlinited Jae of Voucheared and Unvouchered Funds 


gu. Tenrcenes 


le Federal 
2. Stete of Locel 


I. Boma, Suroty ami insurance 
1. Bonde 
2. Surety 
3. Ineurance 


© aonpha Infarmatics 
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PART IV PURGHASH, SEOTION C, Poldeies 


fhe Agency shail use that method of proeureent most advantagoous 
to the Government, priec, quality, secrmity and other factors conaldered, 
ak 9 Vo ¥ 


Vherever possible the Armed Services | :uwrenent Heguiations will be 
VelLlowad. 


a, Vouchered funds will be used to the greatest extent possible, 
b. Unvouchered funds my be used only where the necessity therefor 


has been determined by security requizvements, or when the Agenoy need 
precludes normal procurement. 


c. The Contracting Officer will be responsible for proper notifica~ 
tion, to the Finance Representative within his area » Of a1] obligations 
incurred, ‘ 


3. Sources of Puy RES £ EUS CHASE 
a. Government cenoies 


To the extent practicable equipment, supplies and services 
shall be obtained from other Government Agencies within the scope of 
existing repulations. 


b. Commercial 


Regardless of the method of procurement from commercial sources ; 
full and. free competition will be solicited insofar as possible within 
the provisions of remulations and seeurlty requirements of the Agency, 


c. Eoreigi Purchases 


When foreign purchases are to the advantage of ‘the Government, 
or are essential to Agency operational attainment, they shall be wade 
in accordance with regulations. 


de “ ; A ¥ 


The Buy American Act applies to raw materials and manufactured pro- 
ducts. In the case of manufactured products » the Buy American Act applics 
to the end product itself and to the components directly furnished for that 
end product. Contracting Officers will comply with the provisions of the 
Buy American Act (Title II, Section 2 of Act, 3 March 1933, 47 Statute, 
1520, 41 U.S, Code 104-D), 
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PART IV PURCHASE, SECTION F, Precurement 
Prem te Through Other Govormuiont Agendas 


Le Une 
a. The Agenoy wilh place orders with any other Government Agency 
or deyariment for gurpiied or gamriaes Which such egenoay or depart. 
ment may be ahie te turnioh. 


b Te auth Inetanees where cupplice and aervices aan be procured 
nore economies tly ant/or : efficiently » aYst with adequate security 
saTogmmiia, the gonmbraching offiear may syorchare a kewotly CRRR. 
conmera inl anumoce, weowiding such imetitiontion La a matter of 
reeord. 


fe Detar dma ton. of Ament gud b hot: RAGg, of Paomant 


Upon request by the derartanent or ageney invelved, ao etvaces 
by sheck wilh be eade for oli or paw of the anet a? auysiies or aer~ 
wigs #0 ba farnighed, Where an adence ig made, groper payment af 
ettan) oooh will be mele go agrced upya. The agent bo ba pad ote bi 
be Dened on the aetual vost af sumplies or seawieas furnighed. 


3. Engourament Sra Gotieral peseiees os Acminiat et, LO 
The Federal Sunply Sebedwe of tha General Servites Adminiotration 
WiLL be wet, ized an far as prackioskie tn protucenent of supplies and 
services. The Agenty wilh, vhowever poositie, promure supplies or sir 
vioss fran Sunphy Cetera of the General Somviess Admimiotrat dion, 
5, Erommement of Printing ant Related Suopiies 


Privting, binding and reletad sumites wild te peraenrad in arcowt~ 
ance With regulations of the Gongressionnal daint Committee on Prinbing. 


aye Seed ceases 


Lind Minde Products: 


% Procurement of supeiides semefortucsd by Federsi potial institu. 
tions will be mele when supplies gra available and auch prooupement 
in practicable, In those inatemses whim cudh proaumemnt Le not 
Practiowble, a apacial cleanses aan be obtained fram Federal Prison 
iuiuetey, fos., ¢/6 the Department of Jestiee., Requenta for euch 
action will be direwted te the Chint, Procurement and Gugply OFfler. 


b. Bappiies Listed in the Scheie of Blind-Made Products, isguad 

by the Pederat Sumly Servivo, Cenarn) Services Adminiatration, wilt 
be proaured fret nojeprofitemking ggetieieas for the blind at the prices 
determing! by the Committee on Furchares of BiiniMade Producte, 
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& Open Narket Procurament 
Yaly in cages of emergency, whieh are fully justified to the shiiae 

faction of the Pinense Divigion of the Agency and/or The Genawal Account 
inh Offieo, wild open market; preoupument Ge made of the following items: 

a. Govermormt Mrinting Offihecs 

itendand Sores, bound boca, prisdheard wetebouks, stunographars 

notebooks, biewie books, silat ammic, etock tabiekc, blank paper, blotting 

paper, eaiboard, suusbaard, ghag, and all types of Jake, 

b. Bhindermie Prodwate : 


toes brocae, chair pads, mivberigad Sebrie mavte, plidow cased, 
ceWULG . THORNE auc inp Mead as. 


oe. Peleowal Srieon Tnduaetries: 

froass {other than cova), brushes, canves acola, daetings, wood 
gpectaitien (euch av desk trays), gleva, wood bledk tyroe mete, metal. 
epoelaition and laundry survieo. 
4. Genera) Serviees Aderin letration: 


Thowe inked In stock entalog or Poderal Supply Sehedule cone 


oe. Poot Gfftee Deporte Cebedae 5): 


Printek SA Wain envelopes. 


SEGRE; +«8~ 


* . eis 
Seewity loformatiecd 
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Security information 
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PART IV PURCHAGIE, GECTYON T, Bonito, Surety and Inourance 


1. Bonds 


the forms and provisions of bonis, and thelr preparation, execution 
and administration, shell be in pecordance with the provisions of AG.P Rey 
Seetion X, Part 1, and will be exeoeuted an deemed nacessary by bates OR 


tracting officer. 


a. etinitions: As used in thie Port I of Section X, the following 
texms ghell beve the meanings set forth below: 


(2) Bid Bond: A bid bond is & bond accompanying a bid in which 


the obligor obligates himeelt in en macunt stated (she penal sun), 
which obligation, i is stated, ie ta be vold if: 


(a} the bid is not withdresn after the opening within the 
period specified in the bid, or, if no shorter period le 
specified, within siicty Gaye; er 


(vo) a written contract, with such bond or bonds as may be 
required, is executed within ten days after the preseribed 
forms exe presented Tor siemature. 


(2) Performance Bond: A performance bond is a bond which Le 
exaeuted in connection with @ eontract and which secures the per- 
formanes end fulfillment of ali the undertakings, eonvenants, terms, 
conditions amd agresnenta eontaines in the cortract. 


(3) Payment Bond: A payment bond is 4 pond which is executed 
tn comection with a contract and which sceures the payuient of 
all persons supplying lebor and weterleL in the prosecution of 
the work provided for in the eontract. 


(4) A@vence Payment Bond: An advence payment pond ie a bond 
vhieh secures the performance and the Pyiftlinent of a contractual 
provision for the making of advance poymonts. 


{5} Patent Infringement Bond: A patent infringement bond ie a 
bond which secures the performance and fulfillment of the under- 
takings contained in a patent clause. 


b. Bia Bonds: Bid bonds may be required when, and only when, the 
solicitation of bids for e contract to be enterad into as a result 
of formal advertising specifies that the contract is to be supported 
by a performance bond or by performence end payment bonis. When a 
solicitation of bide requires a bid bend, the requirement shell not 
be waived unless 4+ is waived equally for all bidders, Whenever a 


a5 fe rere tart 
pea Hyer te i 
“ 


t 
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bid bond Is required, the penal su thereo! shall be Jn an smount 
deemed adequate by the contracting officer for the protection of 
the Governnent. 


a, Performance Bonds: 


(1) Performance Bonds: Performance bonds in connection with 
eontracts other than conbtxuction contracts shall not be required 
unless i 


(a) the solicitation of bide requires such a bond, or 


(hb) reaquixement of puch a bond ts in the interest of the 
Government and net. prejudicial to the other bidders. 


Whenever a performance bond is required, the pensl sum thereof 
shell be in an amount deemed adequate yy the contracting officer 
for the pvotection of the Government. 


(2) Annual Ferformance Bonds: Annual, performance bonds wey 

be used only in connection with contracts other than construction 
contracts. khen ouch a bond Is used, and has heen completely 
obligeted in a amount equal to the penal sum theroof, an addi-~ 
tional bond shuil be obtained to cover addisional contracts, 


ad. Payment Bonds: 


; (1) Payment bonds tn conneetion with contracts other then eon- 
struction contracta: The extent to which payment bonds will be 
required in conection with contracts other than construction 
coutracts shall be in accordatice with Agency procedures, except 
that the requirements of such o bond shall not be wadyed when 
an lnvitatien for bide requires a payment bond, Conversely, 

a payment bond shall not de required wiless: 


{a) the solicitation of bids requires sueh @ bond, or 


(bo) requirement of such a bond is in the Imterest of 
the Goverment and nob prejudicial to the other bidders. 


Whenever a peynent bond is required, the penal sum thereof shal2. 
be in an amount deemed adequate by the contracting officer for 
the protection of the Covernment. 


(2) Advance Paywent Bonds: ‘The extent to which advance pay- 
mant bonds will be required shall be in accordance with Agoncy 
proceedures. Whenever such a bond is required, the yenal sum 
thereof shali be tn an amount deemed adequate by the contracting 
officer for the protection of the Government. 
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(3) Patent Infringement Bonds: Patent Infringement bonds shell 
ba required only In connection with contracts eontaining provi-~ 
sion for patent indemity, and then only If a performenca ‘hand 
has not beer executed and if the financial responsibility of the 
eontractor is unknown and doubttul. Whenever such a bond ia roe 
quired, the penal sum thereof shall be in an amount deemed ade- 
quate by ‘the contracting officer for the protection of the 
Govermmont. 


(4) Other types of Bonds: Gther types of bonds may be used 
only when, in the opinion of the hend of the promucing activity 
concerned, such bonds are necessary or desirable in eonneetion 
with the procurement of porbieular supplies or servicer. 


(5) Iwvecutdion and Administration of Bonds: ‘the forma and 
provisions of bonds, and their preparation, execution end admin- 
istration, ghali be in eccomiance with the proviatione of this 
raguletion amd with procedures preseritbed by the Frocurement 
eng Supply Offied. 


2, Surety 


Good ani guffieient surety will support every bond required or used 
in gomection with the procurement of cupplies or services, and will be 
in accordance with A.5.P.K., Seetion X, Part 2, 


a. Options in Lieu of Gureties: Any one or mere of the following 
types of securivy Listed below may be deposited by the contracter 
in liew of furnishings ‘corporate or individual sureties om bonds. 
Any auch security accepted by the ceombracting officer shall be 
promptly Gurned aver to the dlatursing offieer conearned, and ouch 
security or its equivalent shall be returned te the cowtractor when 
the obligation of tho boud has by its terms ceased. 


(1) Untted States Bonds or Notes: In accomlance with the pro~ 
visions of the Act of February 2h, 1919, es amended (6 U.S. Code 
15) end Treasury Department Civeular No. 154 (February 6, 1935), 
any person required to furnish a bend haa the option, in Lieu 
of furnishing surety or sureties thereon, of denositing United 
Stetes bonds or notes in an amount equal at their rar wmalue te 
the penal oun of the tond, together with an agreement aubhori- 
wing the collecbion of sale of such United Ghates bonis or 
notes in the event cf default on the pensl. bond. 


(2) Certified or Cashier's Checks, Bank Grafts, Money Orders, 

or Currency: Any person required to furnish a bond has the option, 
in Liew of furnishing surety or sureties thereon, of depostting | 

& certified or cadhiler's check, a bank draft, a Post Office noney 
axdex, o” currency, in an amount equal to the penal sun of the 
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wond provided that the penal cum of the bend is not in exeess of 
$90,000, Certified or enshter's cheeks, bank drafte, or Post 
Offiea money orders shall be drawn to the order of the Treasurer 
of the Untted States, 


%. Consent of Surety: In connection with any amendment, modification 
or supplemmrtel agreement which would otherwise effect the release of 
@ surety, or In any other ottustion es preseribed by Agency policy, 
the contracting officer shall obtain the written consent thereto of 
the surety or sureties on the existing bond or bonds (notwithstanding 
the fact thet there may be an additions) bond supported by a new 
surety), provided that na such consent need be obtained 1f there is 

an increased or additional bond supported by the some surety or 
sureties. 


3. Ineurance 


Contract clauses with respect to insurence, and the administretionna 
of Insuranee requirements, shall be in accordance with the provisions of 
A.S.P.R., Section X, Part 3, and will be exemrted aa deen Nateraamy 
by the contracting officer. 


& Insurance in Connection with Pixed-Price Comiracts: In connec. 
tion with fixed-price contracte, the Agency: 


{1) shell require such insurance as 16 required by lev 2nd 
(2) may in addition require preseribed procedures only: 


(a) to probeet the Government with respect to responsibilities 
Imposed by the Government on the cornbractor tn comection 

with Government property used or furnished for the perfor 
wanes Of the contract, or 


{0} in special eases when insurance ia deemed necessary 
in connestiion with the performance of the combract. 


b. Insurance in Comection with Cost-Reimtursement Comtracts: Tn 
connection with agst-relmbursement contracts, the icinde of ingurence 
Listed below shall ordinarily be required by the Agency wilese the 
contractor is legally demunea from liability, or has an acceptable 
program of self-insuranes, approved in accordance with preseribed 
procedures. No other kind of insurance shall be required or approved 
unless: 


(1) required ty lew, or 


(2) de wed necessary, in accordance with preseribed procedures: 


ee 


ane set gota yy ar 
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(a) to protect the Government with reapeot to responsibili+ 
ties imposwi by the Goverment on the contractor 3 Us conned. 
‘tion with Goverment property used or furnished Tor the per~ 
formanges of the contract, or 


(o>) in special aeses when inaurance is deened necessary in 
connection with the performance of the contract. 


(3) Workmen's Coupensstion and Enployer's Ldabiiity Ingucance: 
Forkments Compensation and Kaployer's Ideblldty Insurance shail 
be in am amount necessary to provide adequate coverage for all 
industrial injuries and the oceupetional digeases ineurred by 
the esuiractor's employeea In the porformanee of the contract. 


(4) Generel. Liability Insurance: General Lilebility Ineurance 
ehail be in an amount necessary to provide adequate protection 
apainet liability to pexsons othey than the eontrastor's em 
ployees, Por vollily infjuins end for denage to the proparty 
of third persong, reewlting trom the performances off tha con} 
Wrath . 


(5) Autonsbile Liebility Insurance: Automobile Bodily Injury 
and Property Damage Lishility Insurance, on all vebieles used 
off the contractor's premines im commeation with the performance 
of the contract, hell be in an amount necessary to provide 
adequate prohection to the Governyent. 


(6) AireraM Linhtlihy Insurance: Wherever applicabia, Adr~ 
erart Liability Ineuranes eho be in an emount neccesary to 
provide adoquate proteation to che Government. 


¢, Contmmet Ciouses and Administraéton of Insueance Sequirenentes: 
Contract alouses with reapeat to ingiivenca, atl the atninigtretion 
of insurance requiremanta, shall be in aceomlance with the igen 
visions of thin regulation ant with pregerihed Agency procedures, 


Socurtly lafermation 
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